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[6325-01] 


CIVIL SERVICE COMMISSION 
PRIVACY ACT ISSUANCES 
Notice of Incorporation by Reference 


Agency: U.S. Civil Service Commission. 

Action: Incorporation by reference of Privacy Act Issuances. 

Summary: Federal agencies are required by the Privacy Act of 
1974 to give annual notice of certain records they maintain. The 
notices published last year were compiled by the Office of the Feder- 
al Register into “Privacy Act Issuances—1977 Compilation.” The 
purpose of this document is to incorporate by reference the notices 
that appear in “Privacy Act Issuances—1977 Compilation” and to 
publish in full the systems that this agency has amended since publi- 
cation of the 1977 Compilation. 

Dates: This document fulfills the annual notice of requirements of 
the Privacy Act of 1974. 

For further information contact: William H. Lynch, Bureau of 
Personnel Management Information Systems, (202) 254-9778. 

Approval of the Director: The notice of systems of records of this 
agency which appear in “Privacy Act Issuances—1977 Compilation” 
are incorporated by reference. The Director of the Office of the 
Federal Register granted approval to incorporate by reference these 
Privacy Act issuances on July 13, 1978. Published below is the full 
text of systems of records that this agency has amended since publi- 
cation of the 1977 Compilation. ‘ 


CSC—2 
System name: Civil Service Retirement and Insurance Records—CSC 


System location: Bureau of Retirement, Insurance, and Occupation- 
al Health, U.S. Civil Service Commission, 1900 E Street NW., Wash- 
ington, D.C. 20415. 

Categories of individuals: The categories of individuals are: 

a. Former Federal employees and Members of Congress who per- 
formed service subject to the Civil Service Retirement (CSR) 
System. 

b.Current Federal employees who have: 

(1) performed Federal service subject to the Civil Service Retire- 
ment (CSR) System,.other than that with their present agency; or 

(2) filed a designation of beneficiary for benefits payable under the 
CSR System; or a 

(3) requested the Bureau of Retirement, Insurance, and Occupa- 
tional Health (BRIOH) to review a claim for health benefits made 
under the Federal Employees’ Health Benefits Program; or 

(4) filed a service credit application in connection with former 
Federal service not subject to the CSR System. 

c. Former Federal employees who died subject to or who retired 
under the CSR System, or their surviving spouses and/or children, 
who have received or are receiving CSR benefits, Federal Employ- 
ees’ Group Life Insurance benefits and/or Federal Employees’ 
Health Benefits. 

d. Former Federal employees who died subject to or who retired 
under a Federal Government retirement system other than the CSR 
System, or their surviving spouses and/or children, who have re- 
ceived or are receiving Federal Employees’ Group Life Insurance 
benefits and/or Federal Employees’ Health Benefits. 

e. Applicants for Federal employment found unsuitable for em- 
ployment on medical grounds. 


Categories of records in the system: This system is comprised of 
those retirement service history records of employees’ service in the 
Federal Government, other than that service for the agency in which 
they may presently be employed. It also contains information that 
supports claims for benefits made under the retirement, health bene- 
fits and life insurance programs for Federal employees which the 
Bureau of Retirement, Insurance, and Occupational Health (BRIOH) 
administers. These records contain the following information: 

a. Documentation of Federal service subject of the CSR System. 

b. Documentation of service credit and refund claims made under 
the CSR System. 

c. Retirement claim files, including documents supporting the re- 
tirement application, health benefits and life insurance eligibility, 
medica! records supporting disability claims, and designations of ben- 
eficiary. 

d. Claim review and correspondence files pertaining to benefits 
under the Federal Employees’ Health Benefits Program. 

e. Suitability determination files on applicants for Federal employ- 
ment found unsuitable for employment on medical grounds. 
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f. Documentation of claims made for life insurance and health 
benefits by annuitants under a Federal Government retirement 
system other than the CSR System. 

g. Health Unit Medical records for CSC employees. Authority for 
maintenance of the system: Section 3301 and chapters 83, 87, and 89 
of title 5, United States Code, and Public Laws 83-598, 84-356, and 
86-724. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: These records may be 
used: 

a. To disclose to the Office of Workers’ Compensation Program; 
Veterans Administration Pension Benefits Program; Social Security 
Old Age, Survivors, and Disability Insurance and Medical Programs; 
military retired pay programs; Federal civilian employee retirement 
programs other than the Civil Service Retirement System’s or other 
national, State, county, municipal, or other publicly recognized chari- 
table or social security administrative agency, information needed to 
adjudicate a claim for benefits under BRIOH’s or the recipient’s 
benefit program(s), or information needed to conduct an analytical 
study of benefits being paid under such programs. 

b. To disclose to the Federal Employee’s Group Life Insurance 
Office, information necessary to verify enrollment in or to support an 
individual’s claim for life insurance benefits under the Federal Em- 
ployee’s Group Life Insurance Program. 

c. To disclose to health insurance carriers contracting with the 
Commission to provide a health benefits plan under the Federal 
Employees’ Health Benefits Program, information necessary to iden- 
tify the enrollment in a plan, to verify eligibility for payment of a 
claim for health benefits, or to carry out the coordination of benefits 
provisions of such contract. 

d. To disclose to any inquirer, if sufficient information is provided 
to assure positive identification of an individual on whom a depart- 
ment or agency maintains retirement or insurance records, the fact 
that an individual is or is not on the retirement rolls and, if so, the 
type of annuity (employee or survivor) being paid. 

e. When an individual to whom a record pertains dies, disclosure 
of information in the individual’s record to the person appointed as 
representative of the estate, to the person designated by the repre- 
sentative or to a designated beneficiary, information which might 
properly be disclosed to the individual. When a representative of the 
estate has not been appointed, the individual’s next of kin may be 
recognized as the representative of the estate. 

f. To disclose to the Internal Revenue Service, Department of the 
Treasury, earnings information as required by the Internal Revenue 
Code of 1954. 

g. to disclose to the Department of the Treasury information 
necessary to issue benefit checks. 

h. To disclose to a Federal, State,-or local law enforcement 
agency, information indicating a possible violation of law, whether 
civil, criminal, or regulatory in nature. ! 

i. To disclose to a Federal, State or local law enforcement agency, 
information necessary to obtain information relevant to a BRIOH 
determination concerning an individual’s eligibility for or entitlement 
to coverage under the retirement, life insurance, and health benefits 
programs administered by BRIOH. 


j. To disclose to an official of any Federal agency information he 
or she needs to know in the performance of his or her official duties 
related to the hiring, retention, separation, or retirement of an em- 
ployee, or issuance of a grant, license, or other benefit. 

k. To disclose information to the Office of Management and 
Budget at any stage of the legislative coordination and clearance 
process in connection with private relief legislation as set forth in 
Circular No. A-19. 

1. To disclose to an official of any Federal agency any information 
he or she needs to know in the performance of his or her official 
duties related to compiling descriptive statistics and making analytical 
Studies in support of the function for which the records were collect- 
ed and maintained, or for related personnel research functions and/or 
manpower studies. 

m. To provide information to a congressional office from the 
record of an individual in response to an inquiry from a congression- 
al office made at the request of that individual. 


_ h. when an individual to whom a record pertains is mentally 
incompetent or under other legal disability, information in the indi- 
vidual’s record may be disclosed to any person who, in the judgment 
of the Commission, is responsble for the care of the individual, to the 


extent necessary to assure payment of benefits to which the individu- 
al is entitled. 
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Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: See Storage, Retrievability, Safe- 
guards,. Access, Retention, and Disposal below. 

Storage: Records are maintained on magnetic tapes, disks, and in 
paper folders. ; 

Retrievability: Records are indexed by name, social security 
number, date of birth, and/or claim number. 

Safeguards? Access to and use of these records are limited to those 
persons whose official duties require such access. Personnel screening 
is employed to prevent unauthorized disclosure. 

Retention and Disposal: All records relating to a claim for retire- 
ment, life insurance, and health benefits are maintained permanently. 
Medical records not associated with a disability retirement claim file 
are retained for 1 to 7 years. - 


System manager(s) and address: Director, Bureau of Retirement, 
Insurance, and Occupational Health, U.S. Civil Service. Commission, 
1900 E Street NW., Washington, D.C. 20415. 

Notification procedure: Individuals wishing to inquire whether this 
system of records contains information about them should address 
their inquiries, providing their full name, any former names, date of 
birth, name and address of office in which currently and/or formerly 


employed in the Federal seryice, and annuity account number, if 


assigned, to: Director, Bureau of Retirement, Insurance, and Occupa- 
tional Health, U.S. Civil Service Commission, 1900 E Street NW., 
Washington, D.C. 20415. 


Record access procedures: Individuals wishing to see information im 
their records or contest information about them should address their 
inquiries, providing their full name, any former names uhder which 
they were employed, date of birth, social security number, name and 
address of office in which currently and/or formerly employed in the 
Federal service, and annuity account number, if assigned, to: Direc- 
tor, Bureau of Retirement, Insurance, and Occupational Health, U.S. 
Civil Service Commission, 1900 E Street NW., Washington, D.C. 
20415. * 


Contesting record procedures: Same as record access procedures 
above. 


Record source categories: The information in this system is obtained 
from the following sources: 

a. The individual whom the information is about. 

b. Agency pay, leave, and allowance records. 

c. GSA National Personnel Records Center. 

d. Federal civilian retirement systems other than the Civil Service 
Retirement System. 3 

e. Military retired pay system records. 

f. Office of Workers’ Compensation Programs. 

. Veterans Administration Pension Benefits Programs. 

4 Social Security Old Age, Survivor and Disability Insurance and 
Medicare Programs. 

i. Health insurance carriers and plans participating in the Federal 
Employees’ Health Benefits Program. 

j. The Office of Federal Employees’ Group Life Insurance. 

k. Civil Service Commission Government-wide System of General 
Personne! Records or equivalent agency file. 

l. The individual’s co-workers and supervisors. - 

m. Physicians who have seen or treated the individual. 


CSC/GOVT—1 
System name: Appeals Grievances, and Complaints Records—CSC 

System location: U.S. Civil Service Commission, 1900 E Street 
NW., Washington, D.C. 20415, offices of the Civil Service Commis- 
sion as indicated in the appendix, and agency personnel or designated 
offices. 

Categories of individuals: Applicants for Federal employment, cur- 
rent and former Federal employees, agencies, and annuitants who 
appeal a determination made by an official of an agency or the Civil 
Service Commission to the Civil Service Commission, a Board estab- 
lished to adjudicate appeals, or an agency. 

Categories of records in the system: This system of records contains 
information or documents relating to a decision or determination 
made by an agency or the Commission affecting an individual. This 
system of records includes files of appeals under Part 722 of the 
Commission’s regulations, classification appeals, performance rating 
appeals files, Fair Labor Standards Act complaints, grievance files, 
and EEO complaint files. 

Authority for maintenance of system: Title 5, U.S.C., Sections 1302, 
3301, 3302, 4308, 5115, 5338, 5351, 5388, 7151, 7154, 7301, 7501, 7512, 
7701, 8347, Executive Orders 9830, 10577, 10987, 11222, 11478, and 
Pub. L. 93-259. 
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Routine uses of records maintained im the system, including catego- 
ries of users and the purposes of such uses; These records and infor- 
mation in the records may be used: 


a. To respond to a request from a Member of Congress regarding 
the status of an appeal, complaint, or grievance. 

b. To provide information to the public on the decision of an 
sppeal, ime searas or grievance required by the Freedom of Informa- 
ion Act. 

_ ©. To respond to a court subpoena and/or refer to a district court 
im Connection with a civil suit. 

d. To adjudicate an appeal, complaint or grievance. 

e. As a data source for management information for production of 
summary descriptive statistics and analytical studies in support of the 
function for which the records are collected and maintained or for 
related personnel management functions or manpower studies. The 
records may also be utilized to respond to general requests for 
statistical information (without personal identification of individuals) 
under the Freedom of Information Act or to locate individuals for 
personnel research. 

f. To refer pertinent information to the appropriate Federal, State, 
or local agency responsible for investigating, prosecuting, enforcing, 
or implementing a statute, rule, regulation, or order where there is an 
indication of a violation or potential violation of civil or criminal law 
or regulation. 

g. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other information relevant to an 
agency decision concerning the hiring or retention of an employee, 
the issuance of a security clearance, the letting of a contract, or 
issuance of a grant, license, or other benefit. 

h. To disclose information to the Office of Management and 
Budget at any stage. in the legislative coordination and clearance 
process in connection with private relief legislation as set forth in 


~ OMB Circular No. A-19. 


i. To provide information to a congressional office from the record 
of an individual in response to an inquiry from a congressional office 
made at the request of that individual. 

j. To disclose information to another Federal agency or to a court 

when the Government is party to a suit before the court. 
__k. To disclose information to persons named as alleged discriminat- 
ing Officials in Equal Employment Opportunity (EEO) Discrimina- 
tion Complaint cases, to allow such persons the opportunity to re- 
spond to allegations of discrimination which are made against them 
during the course of the discrimination complaint process. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records im the system: See Storage, Retrievability, Safe- 
guards, Access, Retention, and Disposal below. 

Storage: These records are maintained in file folders, binders and 
imdex cards. 

Retrievability: These records are indexed by the names of the 
individuals on whom they are maintained. 


Safeguards: Access to and use of these records are limited to those 
persons whose official duties require such access. Personnel screening 
is employed to prevent unauthorized disclosure. 


Retention and Disposal: These records are maintained up to two 
years from the closing of the case and are transferred to the GSA 
Regional Federal Records Centers. They are destroyed by the Feder- 
al Records Centers when the records are seven years old. 


System manager(s) and address: a. Appeals Review Board appeal 
and reopening petition Control Index Card file: Chairman, Appeals 
Review, U.S. Civil Service Commission, 1900 E Street NW., Wash- 
imgton, D.C. 20415. 


b. Appeals under Part 772: Director, Federal Employee Appeals 
Authority, U.S. Civil Service Commission, 1900 E Street NW., 
Washington, D.C. 20415. 

c. Classification appeals to the Commission, performance rating 
appeals, and complaints records: Director, Bureau of Personnel Man- 
agement Evaluation, U.S. Civil Service Commission, 1900 E Street 
NW., Washington, D.C. 20415. ° 

d. Agency adverse action appeals records (initiated prior to Sep- 
tember 9, 1974), classification appeals in agencies, EEO complaints 
files, and grievance records: Personnel Officer or designated official, 
Local Agency Installation. 

Notification procedure: Contact the appropriate system manager 
above. Individuals who have filed appeals or grievances are aware of 
that fact and have been provided a copy of the record. They may, 
however, contact the appropriate system manager indicated above 
regarding the existence of such records pertaining to them. It is 
necessary to furnish the following information when making inquiries 
about records: 
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a. Full name. 
b. Date of Birth. 
c. Kind of action taken by the agency. 


Record access procedures: Individuals who have appealed or filed a 
grievance about a decision or determination made by an agency or 
about conditions existing in an agency already have been provided a 
copy of the record. The contest, amendment, or correction of an 
appeal or grievance record is permitted during the prosecution of an 
appeal, grievance, or complaint by the individual to whom the 
record pertains. However, after an appeal, grievance, or complaint 
case has been closed, and individual may gain access to, or contest 
the official copy of, an appeal, greivance, or complaint record by 
writing the appropriate system manager indicated above. Individuals 
should provide their name, date of birth, agency in which employed, 
approximate date, and the kind of action taken by the agency when 
requesting access to, or contest of, records. 


Contesting record procedures: Same as record access procedures 
above. 

Record source categories: The, sources of these records are: 

a. Individual to whom the record pertains. 

b. Agency and/or Commission officials. 

c. Affidavits or statements from employee. 

d. Testimony of witnesses. ' 

e. Official documents relating to the appeal, grievance, or com- 
plaint. ; A 

f. Correspondence from specific organizations or persons. 


CSC/GOVT—3 


System name: General Personnel Record—CSC 


System location: These records are located in agencies and the 
National Personnel Records Center as indicated below. 


a. Current Federal employees: Personnel Office or designated 
office, Department or Agency with which employed, Local Installa- 
tion. 

b. Former Federal employees: National Personnel Records Center, 
General Services Administration, 111 Winnebago Street, St. Louis, 
Mo. 63118. ; 


Categories of individuals: Current and former Federal employees. 


Categories of records in the system: These records contain informa- 
tion about an individual such as the birth date; social security 
number; veteran preference; tenure; handicap; past and present sala- 
ries, grades, and position titles; letters of commendation, reprimand, 
charges, and decision on charges; notice of reduction-in-force; loca- 
tor files; personnel actions, including but not limited to, appointment, 
reassignment, demotion, detail, promotion, transfer, and separation; 
training files; minority group designator files; records relating to life 
insurance, health benefits, and designation of beneficiary; perform- 
ance ratings; awards; medical records; performance appraisals; of 
appraisals of potential; Central Personnel Data File (CPDF); mobility 
assignment files under the Intergovernmental Personnel Act; and 
agency adverse action files. 


Authority for maintenance of system: Title 5, U.S.C. Sections 1302, 
2951, 4118, 4308, 4506, and Executive Order 10561, dated September 
13, 1954. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Information in these 
records may be: 


a. Used in the selection process by the agency maintaining the 
record in connection with appointments, transfers, promotions, or 
qualifications determinations. To the extent relevant and necessary, it 
will be furnished upon request to other agencies for the same pur- 


se. 

b. Disclosed to other Government agencies maintaining relevant 
enforcement or other information if necessasry to obtain from these 
agencies information pertinent to decisions regarding hiring or reten- 
tion. ; y 

c. Disclosed to prospective employers or other organizations, at 
the request of the individual. 

d. Disclosed to officials of foreign governments for clearance 
before employee is assigned to that country. 

e. Disclosed to educational institutions for training purposes. 

f. Disclosed to the Department of Labor; Veterans Administration; 
Social Security Administration; Department of Defense; Federal 
agencies who may have special civilian employee retirement pro- 
grams; national, State, county, municipal, or other publicly recog- 
nized charitable or social security administration agency to adjudicate 
a claim for benefits under the Bureau of Retirement, Insurance, and 
Occupational Health’s or the recipient’s benefit program(s), or to 
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conduct an analytical study of benefits being paid under such pro- 
gram. 

g. Disclosed to health insurance carriers contracting with the Com- 
mission to provide a health benefits plan under the Federal Employ- 
ees’ Health Benefits Program, to identify enrollment in a plan, to 
verify eligibility for payment of a claim for health benefits, or to 
carry out the coordination of benefits provisions of such contracts. 

h. Disclosed to Federal Employees’ Group Life Insurance Pro- 
gram in support of an individual’s claim for life insurance benefits. 

i. Disclosed to labor organizations in response to. requests for 
names of employees and identifying information. 

j. If information indicates a possible violation of law, it may -be 
disclosed to law enforcement agencies. 

k. Disclosed to district courts to render a decision when an agency 
has refused to release to current or former Federal employees a 
record under the Freedom of Information Act. 

1. Disclosed to district courts for use in rendering a decision when 
an agency has refused to release a record to the individual under the 
Freedom of Information Act (FOIA). 

m. Used to provide statistical reports to Congress, agencies, and 
the public on characteristics of the Federal workforce. 

n. Used in the production of summary descriptive statistics and 
analytical studies. The records may be used to respond to general 
requests for statistical information (without personal identifier) under 
FOIA; or to locate individuals for personnel research or other per- 
sonnel research functions. 

o. Disclosed to the Office of Management and Budget at any stage 
in the legislative coordination and clearance process in connection 
with private relief legislation as set forth in OMB Circular No. A-19. 

p. Disclosed to the appropriate Federal, State, or local agency 
responsible for investigating, prosecuting, enforcing, or implenenting 
a statute, rule, regulation, or order where there is an indication of a 
violation or potential violation of civil or criminal law or regulation. 

q. Disclosed to an agency upon request for determination of an 
individual’s entitlement to benefits in connection with Federal Hous- 
ing Administration programs. 

r. To provide information to a congressional office from the record 
of an individual in response to an inquiry from a congressional office 
made at the request of that individual. 

s. Used to provide an official of another Federal agency any 
information he or she needs to know in the performance of his or her 
official duties related to reconciling or reconstructing data files, com- 
piling descriptive statistics, and making analytical studies in support 
of the personnel functions for which the records were collected and 
are maintained. 

t. Disclosed to officials of labor organizations recognized under 
Executive Orders 11636 and 11491, as amended, when relevant and 
necessary to their duties of exclusive representation concerning per- 
sonnel policies, practices, and matters affecting working conditions. 

u. Used to select employees for incentive awards and other honors 
and to publicize those granted. This may include disclosure to other * 
public and private organizations, including news media, which grant 
or publicize employee awards or honors. 

v. Disclosed to another Federal agency or to a court when the 
Government is party to a suit before the court. 

w. To disclose specific Civil Service employment information re- 
quired under law by the Department of Defense on individuals iden- 
tified as members of the ready Reserve, to assure continuous mobili- 
zation readiness of Ready Reserve units and members. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: See Storage, Retrievability, Safe- 
guards, Access, Retention, and Disposal below. 


Storage: The records are maintained in file folders, magnetic tape, 
punched cards, microfiche, lists, and forms. 


_Retrievability: Records are indexed by any combination of name, 
birth date, social security number, or identification number. 


Safeguards: Records are located in lockable metal file cabinets or in 
secured rooms with access limited to those whose official duties 
require access. 


Retention and Disposal: The Official Personnel Folder (OPF) is 
retained by the employing agency as long as the individual is em- 
ployed with that agency. When the individual transfers to another 
Federal agency or to another appointing office, the OPF is sent to 
that agency or office. Within thirty (30) days after an individual 
separates from the Federal service, the OPF is sent to the National 
Personnel Records Center. Adverse action files are retained by the 
agency indefinitely. Other records are maintained for 2 years or 
destroyed when an individual leaves the agency. 
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System manager(s) and address: The System Mangers are indicated 
below. 

a. For current Federal employees: Personnel Officer or other des- 
ignated official, Department or Agency with which employed, Local 
Installation. 

b. For former Federal employees: Director, Bureau of Personnel 
Management Information Systems, U.S. Civil Service Commission, 
1900 E Street NW., Washington, D.C. 20415. 

Notification procedure: The procedures are indicated below. 

a. If interest is in specific agency or department, inquiries, includ- 
ing name, date of birth, and pret security number, should be ad- 
dressed to: Director of Personnel, Department or Agency concerned, 
Washington, D.C. : ’ 

b. Other inquiries, including name, date of birth, and social security 
number, should be addressed to: Director, Bureau of Personnel Man- 
agement Information Systems, U.S. Civil Service Commission, 1900 
E Street NW., Washington, D.C. 20415. 


Record access procedures: The procedures are indicated below. 


a. Current Federal employees who wish to gain access to their 
~records should-contact their: Personnel Office, or designated office, 
Agency or Department with which employed, Agency or Depart- 
ment Installation. : 

b. Former Federal employees who wish to gain access to their 
records should direct such a request in writing, including their name, 
date of birth, and social security number, to: Director, Bureau of 
Personnel Management Information Systems, U.S. Civil Service 
Commission, 1900 E Street NW., Washington, D.C. 20415. 


Contesting record procedures: The procedures for contesting rec- 
ords are indicated below: 

a. Same as records access procedures above for current Federal 
employees. : a 

b. For former Federal employees: Direct such a request in writing, 
including name, date of birth, and social security number to: Direc- 
tor, Bureau of Personnel Management Information Systems, U.S. 
Civil Service Commission, 1900 E Street NW., Washington, D.C. 
20415. 
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Record source categories: Information in this system of records 
either comes from the individual to whom it applies or is derived 
from information the individual supplied, except information pro- 
vided by agency officials on pay, leave, and allowance records. 

Prefatory Statement of General Routine Use 

This agency published (42 FR 59528) a general routine use for all 
systems of records, the text of which appears below, scheduled to 
expire October 1, 1978. 

To employees of the law firm Rogovin, Stern and Huge of Wash- 
ington, D.C. while under contract to the Civil Service Commission 
and for the purpose of conducting an investigation into certain al- 
leged violations of merit and equal employment opportunity princi- 
ples in the same manner and subject to the same conditions as if they 
were officers and employees of the Civil Service Commission. 


CcSC—9 
System name: CSC Managerial Potential Rating System. This system 
was deleted from the Commission’s Systems of Records effective 
July 21, 1978 (see 43 FR 31426). 

Availability of 1977 Compilation: “Privacy Act Issuance—1977 
Compilation” is available from Regional Depository Libraries at 50 
locations around the country and can be examined at these libraries 
free of charge. The 1977 Compilation is also available at the General 
Services Administration Federal Information Centers, which are lo- 
cated at 38 central points around the country and may be examined 
at the central headquarters and all field offices of this agency. It is 
also available for purchase from the Superintendent of Documents, 
U.S. Government Printing Office, Washington, D.C. 20402. Upon 
request, the Office of the Federal Register will furnish a photocopy 
of the full text of a particular records system published in the 1977 
Compilation for a nominal fee. 

Location of notices in 1977 compilation: Notice of this agency’s 
systems of records appear in Volume II of the 1977 Compilation at 
page 48732 (42 FR 48732). The price of this Volume is six dollars 
and seventy five cents. 

The United States Civil Service Commission. 


James C. Spry, 
Executive Assistant to the Commissioners. 


[FR Doc. 78-24619 Filed 9-7-78; 8:45 am] 
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[6750-01] 


FEDERAL TRADE COMMISSION 
PRIVACY ACT ISSUANCES 
Notice of Incorporation by Reference 


Agency: Federal Trade Commission ; J 

Action: Incorporation by reference of Privacy Act issuances. 

Summary: Federal agencies are required by the Privacy Act of 
1974 to give annual notice of certain records they maintain. The 
notices published last year were compiled by the Office of the Feder- 
al Register into “Privacy Act Issuances—1977 Compilation.” The 
purpose of this document is to incorporate by reference the notices 
that appear in “Privacy Act Issuance—1977 Compilation” and to 
publish in full the systems that this agency has amended since publi- 
cation of the 1977 Compilation. 

Datés: This document fulfills the annual notice requirement of the 
Privacy Act for 1978. . 

For further information contact: Karen C. Gabbert, (202} 523-3721. 


Approval of the Director 


The notices of systems of records of this agency which appear in 
“Privacy Act Issuances—1977 Compilation” are incorporated by ref- 
erence. The Director of the Office of the Federal Register granted 
approval to incorporate by reference these Privacy Act issuances on 
July 13, 1978. Published below is the full text of systems of records 
that this agency has amended since publication of the 1977 Compila- 
tion. In addition; System No. 37 is a proposed new system that 
should go into effect on or before October 21, 1978. 


FTC—1 
System name: Biographies of Commissioners and Key Staff Mem- 
. bers—FTC 
System location: Office of Public Information, Room 496, Federal 


Trade Commission, 6th Street & Pennsylvania Avenue NW., Wash- 
ington, D.C. 20580. 


Categories of individuals: Commissioners and key Federal Trade 
Commission Staff members (former and current). 


Categories of records in the system: Contains name, biographical 
data (such as education, employment, etc.), and in some cases a 
photograph and/or news release on the individual’s appointment. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Resource material for 
writing news releases and FTC publications, and for filing requests 
for information from member of the media; used by OPI staff mem- 
bers. (With concurrence of individual concerned, information is pre- 
pared in biographical sketch format for release to news media and 
general public upon request.) 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing ef records in the system: 


Storage: Written documents and glossy photographs in manila fold- 
ers in lockable file cabinet. : 

Retrievability: Indexed by name. 

Safeguards: Avaiiable to public. 

Retention and Disposal: Upon or shortly after departure from Com- 
mission, individual's biographical sketch and photograph are disposed 
of in wastebasket. 


System manager(s) and address: Public Information Assistant, Office 
of Public Information, Room 496, Federal Trade Commission, 6th 
Street & Pennsylvania Avenue NW., Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 


Record source categories: Individual whose biography and/or pic- 
ture is contained in the system. 


FTC—2 
System name: Correspondence Control System—FTC 


NOTICES 


System location: Comnet, Inc., 5185 MacArthur Blvd., Washington, 
D.C. 20016. 

Categories of individuals: All individuals formally requesting infor- 
mation from, or submitting complaints to, the Federal Trade Com- 
mission (including regional offices) in writing; staff members assigned 
to respond to correspondence. 


Categories of records in the system: Writer’s name and address; 
nature of inquiry or complaint, including product and violation 
codes; name of staff members assigned to respond to letter. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by headquarters and 
regional office staff as a management tool for tracking correspon- 
dence coming into the Federal Trade Commission (including regional 
offices), including keeping abreast of assignments and response dead- 
lines. Nonpersonal information is abstracted to provide statistical data 
on the number and types of correspondence to which the Commis- 
sion responds. . 


Referral to person, partnership, or corporation complained about, 
when considered appropriate by Commission staff or by another 
Federal,- State, or.local governmental agency to whom matter has 
been referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Daily data temporarily. held on Daconics’ magnetic disc at 
FTC; data is then forwarded (daily) to Comnet for long-term storage 
on a Comnet magnetic disc. 

Retrievability: By name. 

Safeguards: Access restricted to personnel whose responsibilities 
require access. Access to Comnet computer restricted to personnel 
who have knowledge of computer password. 


Retention and Disposal: Records are retained in Comnet computer 
for 6 months after response to correspondence has been made, then 
purged from system after nonpersonal data has been added to a 
statistical accounting file. Retention beyond six months is possible if 
circumstances so require. 


System manager(s) and address: Chief, Information Systems Branch, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual on whom record is maintained; 
supervisors. 

FTC—3 
System name: Case/Project-Tracking System—FTC 

System location: Comnet, Inc., 5185 MacArthur Blyd., Washington, 

D.C. 20016. 


Categories of individuals; Most FTC professional and semi-profes- 
sional employees and some clerical employees. 


Categories of records in the system: Contains name, FTC ID 
number, organization, occupation category, all cases and projects 
assigned, and all case and project information both past and present. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Management and budget- 
ing tool within Commission. Responses to congressional inquiries. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 


_ Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Magnetic disc and tape. 


Retrievability: By case, program, organization, individual (ID 
number or name). 
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Safeguards: Password. Access restricted to those agency personnel 
whose responsibilities require access. 

Retention and Disposal: Perpetual retention. 

System manager(s) and address: Executive Director, Federal Trade 


Commission, 6th Street & Pennsylvania Avenue NW. Washington, 
D.C. 20580. : 


Notification procedure: By mailing or delivering a written request 


bearing the individual’s name, return address, and signature, ad-- 


dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. ; % 


Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual weekly activity reports. 
FTCc—4 


System name: Claimants Under Federal Tort Claims Act and Military 
Personnel and Civilian Employees’ Claims Act—FTC 


System location: Federal Trade Commission, Room 561, 6th Street’ 


& Pennsylvania Avenue NW., Washington, D.C. 20580. 


Categories of individuals: Individuals who have claimed reimburse- 
ment from FTC under Federal Tort Claims Act and military person- 
nel and Civilian Employees’ Claims Act. 


Categories of records in the system: Information relating to traffic 
accidents and other incidents in which the FTC may be liable for 
property damage or loss or personal injuries. 

Authority’ for maintenance of system: Federal Tort Claims Act, 28 
U.S.C. Sec. 2671 et seq. Military Personnel and Civilian Employees’ 
Claims Act, 31 U.S.C. Sec. 241 et seq. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: To determine whether the 
FTC should honor claims for personal injuries or loss or damage to 
property in incidents involving FTC employees. Referral to Depart- 
ment of Justice, GSA, or other federal agency when the matter 
comes within the jurisdiction of such agency. Used by Tort Claims 
Officer, other FTC personnel reviewing claim, and personnel of 
other agencies to whom a matter is referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in manila file folders in file cabinet. 


Retrievabitity: The system is filed alphabetically by name of the FTC 
employee involved in each incident. . 

Safeguards: The files are stored in an unlocked file cabinet in the 
Office of the Tort Claims Officer. Access restricted to those agency 
personnel whose responsibilities require access. 

Retention and Disposal: The records are stored for 10 years and 
then deposited in a wastebasket. 


System manager(s) and address: Executive Director, Federal Trade 
Commission, Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20589. 


Record access procedures: Same as above. 
Contesting record precedures: Same as above. 


Record seurce categories: Information is obtained from claimant, 
FTC employee involved in incident, official police report (if any), 
witnesses, and insurance company representing claimant (if any). 


FTC—6 
System name: Mai! Order Rule Complaint Letters, Abstracts of— 
FTC 


System location: Comnet, Inc., 5185 MacArthur Blvd., Washington, 
D.C. 20016. 


Categories of individuals: Any individual whose complaint against a 
company or organization concerns, or is relevant to the Federal 
Trade Commission’s Trade Regulation Rule concerning Mail Order 
Merchandise, 16 CFR Sec. 435. 


Categories of records in the system: Name; address; nature of com- 
plaint (violation code and product code); date of transaction com- 
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plained of, dollar amount of transaction complained of, if given; 
name of company complained against. 


oe for maintenance of system: Federal Trade Commission 
ct. 


E Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: The compuier system is 
used to produce listings summarizing complaints received about mail 
order merchandising, which in turn assist Bureau of Consumer Pro- 
tection and regional office staffs in taking or determining whether to 
take legal action against companies complained of that may be violat- 
ing the Mail Order Merchandise Rule. 


Referral to person, partnership, or corporation complained about, 
when considered appropriate by Commission staff or by another 
Federal, State, or local governmental agency to whom the matter has 
been referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Magnetic disc and tape. 
Retrievability: By name. 


Safeguards: Access is restricted to those agency personnel whose 


responsibilities require access and who have knowledge of computer 
password. 


_Retention and Disposal: Information is retained indefinitely; no 
disposal system at present. 


Systern manager(s) and address: Chief, Information Systems Branch, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 


_ Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above: 
Record source categories: Individuals who write complaints. 


FTC—10 
System name: Consumer and Industry Correspondence Files, Division 
of Credit Practices; Bureau of Consumer Protection—FTC 
System location: Division of Credit Practices, 633 Indiana Avenue 
NW., Washington, D.C. 20580. 


Categories of individuals covered by the system: Consumer and 
Industry Correspondents. 


Categories of records in the system: Correspondence. 

Authority for maintenance of system: Federal Trade Commission 
Act, Truth in Lending Act, Fair Credit Reporting Act, Equal Credit 
Opportunity Act, Fair Credit Billing Act and Fair Debt Collection 
Practices Act. 


Routine uses of records maintained in the system including categories 
of users and the purposes of such uses: To respond to correspondence. 
To determine whether any law enforcement or other action by FTC 
may be warranted. Referral to other Federal, State, or local govern- 
mental agencies for appropriate action when matter complained of or 
inquired about comes within the jurisdiction of such agency. Used by 
FTC employees and by personnel of any agency to which the matter is 
referred. ; 

Referral to person, partnership, or corporation complained about, 
when considered appropriate by Commission staff or by another 
Federal, State, or local governmental agency to whom matter has 
been referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Maintained in folders. 
Retrievability: Indexed by name—usually corporate name. 


Safeguards: Maintained in file cabinets. Access restricted to those 
agency personnel whose responsibilities require access. 
Retention and Disposal: Selected statutory correspondence main- 


tained indefinitely; other materials retained for a minimum of 3 years, 
then destroyed. 
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System manager(s) and address: Assistant Director for Credit Prac- 
tices, Bureau of Consumer Protection, 633 Indiana Avenue NW., 
Washington, D.C. 20580. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street and Pennsylvania Avenue 
NW., Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Individual. 
FTC—12 
System name: Consumer Complaint File, Dallas Regional Office 


System location: Federal Trade Commission, 2001 Bryan Tower, 
Suite 2665, Dallas, Tex. 75201. 


Categories of individuals: Individuals who have filed complaints or 
requested information. 


Categories of records in the system: Contains name and location of 
company complained about, violation, date complaint was received, 
correspondence number. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: To identify companies 
complained about, number of complaints received on a company and 
to identify problems in a particular industry. To respond to corre- 
spondence. , 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Referral to person, partnership, or corporation complained about 
when considered appropriate by Commission staff or by another 
Federal, State, or local governmental agency to whom matter has 
been referred. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: File folders filed numerically. Indexed stored on Daconics 
disc. 

Retrievability: Indexed by name and correspondence number. 


Safeguards: Stored in lockable file cabinets and on Daconics disc. 
Access restricted to those agency personnel whose responsibilities 
require access. 


Retention and Disposal: Retained indefinitely. 


System manager(s) and address: Regional Director, Federal Trade 
Commission, 2001 Bryan Tower, Suite 2665, Dallas, Tex. 75201. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Individual filing complaint. 


FTC—13 


System name: Consumer Complaint Files, Division of Marketing 
Practices; Bureau of Consumer Protection—FTC 


System location: Division of Marketing Abuses, Bureau of Consum- 
er Protection, Federal Trade Commission, Washington, D.C. 20580. 


Categories of individuals: Individuals filing compiaints or requesting 
information. 


Categories of records in the system: Name; address; transaction 
history with persons, partnerships or corporations. 


Authority for maintenance of system: Section 5 of the Federal 
Trade Commission Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: To respond to correspon- 
dence. To determine whether any law enforcement. or other action 
by FTC may be warranted. Referral to other Federal, State, or local 
governmental agenciés for appropriate action when matter com- 
plained of or inquired about comes within the jurisdiction of such 
agency. used by FTC employees and by personnel of any agency to 
which the matter is referred. 


NOTICES 


Referral to person, partnership, or corporation complained about, 
when considered appropriate by Commission staff or by another 
Federal, State, or local governmental agency to whom matter has 
been referred. ; 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Varied size documents. 

Retrievability: Name, company involved, or alleged practice. 

Safeguards: Filing cabinets in secure buildings. Access restricted to 
those agency personnel whose responsibilities require access. 

Retention and Disposal: Records maintained until enforcement 
action is final and then removed to General Service Administration 
for permanent storage. 

System manager(s) and address: Assistant Director for Marketing 
Abuses, Bureau of Consumer Protection, Federal Trade Commission, 
Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Consumer; Federal, State or local en- 
forcement agencies; private organizations (e.g., Better Business Bu- 
reaus, consumer hot lines) that receive consumer complaint letters. 


FTC—17 
Soe a Consumer Mailing List, Los Angeles Regional Office— 


System location: Federal Trade Commission, 11000 Wilshire Boule- 
vard, Room 13209, Los Angeles, Calif. 90024. 

_ Categories of individuals: Individuals who have requested publica- 
tions from Los Angeles Regional Office and individuals who receive 
local Call for Comment. 

Categories of records in the system: Name; mailing address; business 
title, if any. 

Authority for maintenance of system: Federal Trade Commission 
Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used to mail Los Angeles 
Regional Office publications, FTC publications, and local Call for 
Comment to listed names. Used by Regional Office personnel. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Daconics magnetic disc. 

Retrievability: By name. 

Safeguards: Daconics disc storage. Access restricted to those 
agency personnel whose responsibilities require access. 

Retention and Disposal: By disc erasure when consumer no longer 
desires publications, or local Call for Comment. List is revised at 
least annually. 


System manager(s) and address: Assistant Director, Los Angeles 
Regional Office, Federal Trade Commission, 11000 Wilshire Boule- 
vard, Room 13209, Los Angeles, Calif. 90024. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual on whom the record is main- 
tained. 

FTC—20 . 
System name: Employee Locator System—FTC 


System location: Comnet, Inc., 5185 MacArthur Blvd., Washington, 
D.C. 20016. 
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Categories of individuals; Current Federal Trade Commission em- 
ployees. 

Categories of records in the system: Name; employee number; build- 
ing code and room number; office telephone number; correspondence 
code; contact code; mail drop code. 

—— for maintenance of system: Federal Trade Commission 
ct. : 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used to produce Federal 
Trade Commission telephone book used by all agency personnel and 
mail locator listings used by mail room personnel; used by library 
staff to ascertain an employee’s identification number for subsequent 
.use in retrieving information from the Automated Serials Routing 
System (FTC—45). 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of the individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Magnetic disc and tape. 

Retrievability: By name or employee number. 

Safeguards: Access restricted to those agency personnel with 
knowledge of the computer password for the system. 

Retention and Disposal: Information is continuously updated; obso- 
lete data is erased from system. ~ 

System manager(s) and address: Chief, Administrative Branch, In- 
formation Systems Division, Federal Trade Commission, 6th Street & 
-Pennsylvania Avenue NW., Washington, D.C. 20580. i 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. . 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 


Record source categories: Individual on whom the record is main- 
tained; administrative officers. 


FTC—25 
System name: General Correspondence Records—FTC 


System location: Federal Trade Commission, Room 701, 6th Street 
& Pennsylvania Avenue NW., Washington, D.C. 20580. 


Categories of individuals: Consumers; individuals; public officiais; 
company and corporation officers; attorneys; members of consumer 
groups, student groups and committees. . 

Categories of records in the system: Letters of complaint, inquiry, 
comment, petition, and/or communications concerning FTC actions 
and activities. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: To respond to correspon- 
dence. To determine whether any law enforcement or other action 
by FTC may be warranted. Referral to other Federal, State, or local 
governmental agencies for appropriate action when matter com- 
plained of or inquired about comes within the jurisdiction of such 
agency. Used by FTC employees and by personnel of any agency to 
which the matter is referred. 

Referral to person, partnership, or corporation complained about, 
when considered appropriate by Commission staff or by another 
Federal, State, or local governmental agency to whom matter has 
been referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Legal-size standard file cabinets; computer print-outs. 

Retrievability: Indexed by correspondent’s name. ~ 

Safeguards: Unlocked file cabinets. Office security: blue seal locked 
doors. Access restricted to those agency personnel whose responsibil- 
ities require access. 

Retention and Disposal: Copies of correspondence and correspon- 
dent index are retained for 6 months from date of Commission re- 
sponse. Records disposed of in wastebasket. 
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System manager(s) and address: Supervisor, Correspondence 
Branch, Office of the Secretary, Federal Trade Commission, Wash- 
ington, D.C. 20580. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and Signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Individual on whom record is maintained. 


FTC—26 


System name: General Personnel Records (Official Personnel Folder 
and records related thereto): Duplicate Personnel files and Auto- 
mated Record—FTC 


System location: 
Automated Records 

Divisons of Personnel 
Federal Trade Commission 
Washington, D.C. 

Duplicate Records 
Federal Trade Commission 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 
Atlanta Regional Office 
1718 Peachtree Street NW., Room 1000 
Atlanta, Ga. 30309 
Boston Regional Office 
150 Causeway Street 
Boston, Mass. 024144 
Chicago Regional Office 
55 East Monroe Street 
Chicago, Ill. 60603 
Cleveland Regional Office 
Suite 500, Mall Building 
118 Saint Clair Avenue 
Cleveland, Ohio 44144 
Dallas Regional Office 
2001 Bryan Tower, Suite 2€6* 
Dallas, Tex. 75201 
Denver Regional Office 
1405 Curtis Street 
Suite 2900 
Denver, Colo. 80202 
Los Angeles Regional Office 
13209 Federal Puilding 
11000 Wilshire. Boulevard 
Los Angeles, Calif. 90024 
New York Regional Office 
2243-EB Federal Building 
26 Federal Plaza 

. New York, N.Y. 10007 

San Francisco Regional Office 
450 Golden Gate Avenue 
San Francisco, Calif. 94102 
Seattle Regional Office 
28th Floor Federal Building 
'915 Second Avenue 
Seattle, Wash. 98174 d 

Categories of individuals: Current Federal Trade Commission em- 

ployees. 


Categories of records in the system: This system consists ofa 
variety of records relating to personnel actions and determinations 
made about an individual while employed in the Federal service. 
These records_ contain. information about an individual relating to 
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birth date; social security number; veteran preference; tenure; handi- 
cap; past and present job salaries, grades, and position titles; letter of 
commendation, reprimand, charges, and decision on charges; notice 
or reduction-in-force; locator files; personnel actions, including but 
not limited to, appointment, reassignment; demotion, detail, promo- 
tion, transfer, and separation; training; minority group designator; 
records relating to life insurance, health benefits, and designation of 
beneficiary; performance ratings; data documenting the reasons for 
personnel actions or decisions made about an individual; awards; and 
other information relating to the status of the individual. 


Authority for maintenance of system: Title 5 U.S.C. Sections 1302, 
2951, 4118, 4308, 4506, and Executive Order 10561, September 13, 
1954. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Information in these 
records is used or a record may be used: 

a. By agency officials for purposes of review in connection with 
appointments, transfers, promotions, reassignments, adverse actions, 
disciplinary actions, and determination of qualifications of an individ- 
ual. 

b. By the Civil Service Commission for purposes of making a 
decision when a Federal employee or former Federal employee is 
questioning the validity of a specific document in an individual’s 
record. 

c. By the district courts to render a decision when an agency has 
refused to release to current or former Federal employeees a record 
under the Freedom of Information Act. 

d. To provide information to a prospective employer of a Govern- 
ment employee or former Federal employee. 

e. To provide data for the automated Center Personnel Data File 
CPDF). 

' f. To provide data to update Federal Automated Career Systems 
(FACS), Executive Inventory File, and Security Investigations Index 
on new hires, adverse actions, and terminations. 

g. To provide statistical reports to Congress, agencies, and the 
public on characteristics of the Federal work force. 

h. To provide information or disclose to a Federal agency, in 
response to its request, in connection with the hiring or retention of 
an employee, the letting of a contract, or issuance of a license, grant, 
or other benefit by the requesting agency, to the extent that the 
information is relevant and necessary to the requesting agency’s deci- 
sion on the matter. > , 

i. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, such as licenses, if necessary to obtain relevant 
information or other pertinent information to an agency decision 
concerning the hiring or retention of an employee, the issuance of a 
security clearance, the letting of a contract, or the issuance of a 
license, grant, or other benefit. 

j. To refer, where there is an indication of a violation or potential 
violation of the law, whether civil, criminal, or regulatory in nature, 
to the appropriate agency, whether Federal, State or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

k. As a data source for management information for production of 
summary descriptive statistics and analytical studies in support of the 
function for which the records are collected and maintained, or for 
related personnel management functions of manpower studies; may 
also be utilized to locate specific individuals for personnel research or 
other personnel management functions. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Records are maintained in file folders, magnetic tape, and 
punched cards. 


Retrievability: Records are indexed by any combination of name, 
birth date, social security number, or identification number. 


Safeguards: Duplicate records—Records are located in lockable 
metal file cabinets or in metal file cabinets in secured rooms with 
access limited to those whose official duties require access. Automat- 
ed files—Restricted password to access data. 


Retention and Disposal: Duplicate files—The Official Personnel 
Folder (OPF) is retained indefinitely. The OPF is sent to the Nation- 
al Personnel Records Center within 30 days of the date of the 
employee’s separation from the Federal Service. Some records such 
as letters of reprimand, indebtedness, and vouchers are maintained 
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for 2 years or destroyed when an individual resigns, transfers, or is 
separated from the Federal service. Automated files—Files of indi- 
viduals are erased after they leave the FTC; only statistical turnover 
information is retained. 

System manager(s) and address: Duplicate file—Regional Director, 
Regional Office (see name and address of regional office listed ir 
location above). Automated records—Director of Personnel, Division 
of Personnel, Federal Trade Commission, Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

_Record source categories: Information in this system of records 
either comes from the individual to whom it applies or is derived 
—_ nee he supplied, except information provided by agency 
officials. : 


FITC—27 
System name: Assignment Control System, Bureau of Consumer Pro- 
tection—FTC 
System location: Optimum Systems, Inc., 5615 Fishers Lane, Rock- 
ville, Md. 20852. . 


Categories of individuals: Professional staff of the Bureau of Con- 
sumer Protection. 


Categories of records in the system: Control number, subject and 
Status, staff attorney, Office of the Director liaison, staff deadline, 
Office of the Director liaison deadline, Office of the Director dead- 
line, and completion date. . 


ey for maintenance of system: Federal Trade Commission 
ct. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by the Bureau 
Director, Deputy Directors, Regional Directors, Assistant Directors 
and Assistants to the Director for management purposes and record- 
ing and tracking all internal assignments. 


Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. . 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in the computer. 

a By attorney name, control number and organization 
e. 


Safeguards: Password protected, distribution of reports restricted to 
agency personnel whose responsibility requires access. 


Retention and Disposal: Retained indefinitely. 


System manager(s) and address: Records Division, Bureau of Con- 
sumer Protection, Room 485, Federal Trade Commission, 6th Street 
& Pennsylvania Avenue NW., Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written requst 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretaiy, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NV/., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Assignments under the responsibility of 


the Bureau of Consumer Protection, and information and instrucy »ns 
from the staff. : : 


FTC—29 
System name: Litigation Information Management system for Inveé ti- 
gations, Rulemaking, Adjudicatory Proceedings—FTC 


System location: Room 401, 13th Street & Pennsylvania Avenue 
NW., Washington, D.C. . 


Categories of individuals: Individual respondents, witnesses, infor- 
mants, and interested parties in certain selected, complex investiga- 
tions, or rulemaking or adjudicatory proceedings; individuals submit- 
ting comments or named in records obtained in the course of such 
investigations or proceedings. 


Categories of records in the system: Information on individyals 
generally concerns relations or transactions with or knowledge about 
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respondents, or general business and isolated personal information on 
individual respondents, and other items of information relating to the 
individual’s involvement in the matter im question. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: This computer system is 
only utilized in certain select, complex matters where data storage, 
retrieval, and manipulation requires such use. It is used for general 
law enforcement purposes (including investigation, litigation, and ru- 
lemaking) by Commission employees; used by management in allocat- 
ing resources and in assessing progress of programs; used to provide 
information to Congress; used by consultants and contractors to 
create data bases and to perform calculations and interpret data for 
FTC attorneys; used to refer matters to Federal, State, or local 
enforcement authorities for investigation and possible criminal pros- 
ecution, civil court action, or regulatory order. 


Disclosure may be made to a congressional office from the record 


of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Maintained in original, microform and computer data 
bases. 


Retrievability: Retrieved by name, title, date, company concerned, 
or any fact entered on data entry form (document contro! form). 


Safeguards: Access to records only to those working on the partic- 
ular matter and only within their particular function. Security and 
confidentiality controls prevent unauthorized access to original rec- 
ords and computerized records. 


Retention and Disposal: Retained for life of program plus any 
additional retention period specified by Commission. Disposal is by 
shredding, burning, or other physical destruction. 

System manager(s) and address: Chief, Legal Support Branch, 
Room 401, 13th Street & Pennsylvania Avenue NW., Washington, 
D.C. 20004. 


Notification procedure: Records-in this system generally do not 
contain personal information about individuals and are generally 
exempt from mandatory disclosure under 5 U.S.C. Sec. 552a(k){2). 
However; some personal information relating to individuals may be 
included and may be disclosable; and access to such information may 
be requested by mailing or delivering a written request bearing the 
individual’s name, return address, and signature, addressed as follows: 
Privacy Act Request, Office of the Secretary, Federal Trade Com- 
mission, 6th Street & Pennsylvania Avenue NW., Washington, D.C. 
2(580. In order for personal information in this system to be re- 
trieved, a request must specify the name of the party subject to the 
investigation or adjudicatory proceeding. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 


Record source categories: Public and confidential information re- 
ceived from industry, government, and individuals. 


Systems exempted from certain provisions of the Act: Pursuant to 5 
U.S.C. Sec. 552a(k)(2), records in this system generally are exempt 
from the requirements of subsections .(c)(3), (d), (eX1), (e)(4) (G), CH), 
and (I), and (f) of 5 U.S.C. Sec. 552a. See Section 4.13(m) of the 
Federal Trade Commission Rules of Practice, 16 CFR Sec. 4.13(m). 

FTC—30 
System name: Consultant Files, Bureau of Competition—FTC. 

System location: Federal Trade Commission, Bureau of Competi- 
tion, Washington, D.C. 20580. ' 

Categories of individuals: Consultants consisting of experts in var- 
ious fields including economic and legal. 

Categories of records in the system: Contains name, curriculum 
vitae, resumé of employment, lists and copies of publications in field, 
copies of application forms submitted to FTC. 

Authority for maintenance of system: Federal Trade Commission 
Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: For identification of 
background, previous publications, and current research work. 

Disclosure may be- made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 
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; Policies and practices for storing, retrievimg, accessing, retaining, and 
disposing of records in the system: . : 
Storage: Letter and/or legal size files in regulation cabinet. 
Retrievability: Indexed by name. 


_Safeguards: Secured as are other files by locking of office door at 
night. Access restricted to those agency personnel whose responsibil- 
ities require access. 

Retention and Dispesal: Maintained indefinitely for future refer- 
ence. 

System manager(s) and address: Administrative Officer, Bureau of 

Competition, Room 944, Pennsylvania Bldg., 425 13th Street NW., 
Washington, D.C. 20005. 
_ Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, address 
as follows: Privacy Act Request, Office of the Secretary, Federal 
Trade Commission, 6th Street & Pennsylvania Avenue NW., Wash- 
mgton, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual on whom record is maintained. 


FTC—31 
System name: Payroll Processing Sysiem—Federal Trade Commis- 
sion 

System location: Division of Budget and Finance, Federal Trade 
Commission, 6th Street & Pennsylvania Avenue NW., Washington, 
D.C. 20580. 

Categories of individuals: All FTC personnel 

Categories of records in the system; All payroll information on 
individual FTC employees including basic employment information, 
pay and deduction information, and leave and tax information. 

Authority for maintenance of system: Public Law 89-554, Sec. 1; 5 
U.S.C. Sec. 1301; Federal Personnel Manual. 

_ Routine uses of records maintained im the system, including catego- 
ries of users and the purposes of such uses; Salary and wage process- 
ing in accordance with applicable laws and regulations. Used by 
Division of Budget and Finance personnel and by other agency 
personnel whose responsibilities include salary and wage processing 
and evaluation. : 

Referral of unemployment compensation information to State and 
local unemployment compensation boards. 

Referral to the Civil Service Commission concerning pay, benefits, 
retirement deductions, and other information necessary for the Com- 
mission to carry out its Government-wide personnel management 
functions. ; 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Maintained in comprehensive computer listmg and tape 
and payroll file folders at the system location in Washington and on 
computer tape at the Treasury Department in San Francisco. 

Retrievability: By name and Social Security Number 

Safeguards; Access restricted to those agency personnel whose 
responsibilities require access. 

Retention and Dispesal: Maintained according to GSA/Archives 
schedules of retention and disposal. 

System manager(s) and address: Chief, Division of Budget and Fi- 
nance (address same as System Location). 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Pay forms completed by individual on 
whom the records are maintained; personnel system. 

FTC—32 
System name: Payroll—Retirement Cards—FTC 


System location: Division of Budget and Finance, Federal Trade 
Commission, 6th Street & Pennsylvania Avenue NW., Washington, 
D.C. 20580. 
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Categories of individuals: All Federal Trade Commission personnel 
who qualify for Federal retirement benefits. 


Categories of records in the system: Payroll information relating to 
retirement benefits. 


Authority for maintenance of system: 5 U.S.C. Secs. 5301, 5501, 
6101, 6301, 8301. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Calculation of retirement 
benefits. Referred to succeeding employer of U.S. Government 
Agency or otherwise to Civil Service Commission upon withdrawal 
or retirement from Federal Service. 


Referral to the Civil Service Commission concerning pay, benefits, 
retirement deductions, and other information for the Commission to 
carry out its Government-wide personnel management functions. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 

-office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Maintained on computer tape at the Treasury Department 
in San Francisco. 

Retrievability: Indexed by name. 

Safeguards: Access restricted to those agency personnel whose 
responsibilities require access. 


Retention and Disposal: Held for length of service of employee 
while at FTC; information forwarded to next employing agency or 
Civil Service Commission. 


System manager(s) and address: Chief, Division of Budget and Fi- 
nance (address same as System Location). 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Payroll system; personnel system. 


: FTC—33 
System name: Preliminary Investigation Files—FTC 
System location: 
Indiana Building 
- 633 Indiana NW. 
Washington, D.C. 
Star Building 
1101 Pennsylvania Avenue NW. 
Washington, D.C. 
Gelman Building 
2120 L Street NW. 
Washington, D.C. 
Pennsylvania Building 
425 13th Street NW. 
Washington, D.C. 
M Street Building 
1726 M Street NW. 
Washington, D.C. 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 
Atlanta Regional Office 
1718 Peachtree Street NW. 
Atlanta, Ga. 30309 
Boston Regional Office 
150 Causeway Street 
Boston, Mass. 02114 
Chicago Regional Office 
55 East Monroe Street 
Chicago, Ill. 60603 
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Cleveland Regional Office 
Suite 500, Mael Building 
118 Saint Clair Avenue 
Cleveland, Ohio 44114 
Dallas Regional Office 
2001 Bryan Tower Suite 2665 
Dallas, Tex. 75201 
Denver Regional Office 
1405 Curtis Street 
Suite 2900 
Denver, Colo. 80202 
Los Angeles Regional Office 
13209 Federal Building 
11000 Wilshire Boulevard 
Los Angeles, Calif. 90024 
New York Regional Office 
2243-EB Federal Building 
26 Federal Plaza 
New York, N.Y. 10007 
San Francisco Regional Office 
450 Golden Gate Avenue 
San Francisco, Calif. 94102 
Seattle Regional Office 
28th Floor Federal Building 
915 Second Avenue 
Seattle, Wash. 98174 
_ Categories of indivduals: Respondents and correspondents in prelimi- 
nary investigations. . 

Categories of records in the system: Information on individuals 
generally concerns relations or transactions with or knowledge about 
respondents, or general business and isolated personal information on 
individual respondents, and other items of information relating to the 
individual’s involvement in the matter in question. This system is 
composed of files of preliminary investigations (investigations which 
have not yet become formal and assigned a 7-digit number), but is 
limited to those files from which personal information is retrieved by 
the name of an individual or other identifying particular assigned to the 
individual. 

Authority for maintenance of system: Federal: Trade Commission 
Act. 

Routine uses of records maintained in the system, including categories 
of users and the purposes of such uses: To determine whether a formal 
investigation or other action is appropriate. Referral to Federal, State, 
or local enforcement authorities for investigation and possible criminal 
prosecution, civil action, or regulatory order. Used by Commission 
staff assigned to reviewing, or supervising matter; used by Commission 
personnel with recordkeeping, managerial, and budgeting responsibil- 
ities; used by personnel of other agencies to whom a matter is referred. 

_— to experts, when considered appropriate by Commission 
staff. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. . 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Records maintained in file folders and magnetic disc and 
tape. 

Retrievability: Indexed by name of respondent or correspondent. 

Safeguards: Access to use of these records is limited to those 
whose official duties require such access. ’ 

Retention and Disposal: Records are tranferred to the Records 
Division if the preliminary investigation becomes a formal investiga- 
tion; otherwise records are retained by office that conducted the 
preliminary investigation. No disposal system at present. 

System manager(s) and address: Office of Secretary or Director of 
Bureau or Regional Office conducting investigation. 

Notification procedure: Records in this system generally do not 
contain personal information about individuals and are generally 
exempt from mandatory disclosure under 5 U.S.C. Sec. 55a(k)(2). 


. 


FEDERAL REGISTER, VOL. 43, NO. 175—FRIDAY, SEPTEMBER 8, 1978 





NOTICES 


However, some personal information relating to individuals may be 
included and, if retrievable, may be disclosable; access to such infor- 
mation may be requested by mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. In order for personal information in this 
system to be retrieved, a request must specify the name of the party 
subject to the investigation or adjudicatory proceeding. The request 
should also specify the Bureau (and Division, if possible) or Regional 
Office conducting the investigation. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual respondent or proposed re- 
spondent, company records, compliance, informants, witnesses or 
other third parties. ; 


Systems exempted from certain provisions of the Act: Pursuant to 5 
U.S.C. Sec. 552a(k)(2), records in this system generally are exempted 
from the requirements of subsections (c)(3), (d), (e)(1), (e)(4) (G), (HD), 
and (I), and (f) of 5 U.S.C. Sec. 552a. See Section 4.13(m) of the 
Federal Trade Commission Rules of Practice, 16 CFR Sec. 4.13{m). 


FTIC—34 
System name: Public Contact Report System, Atlanta Regional 
Office—FTC 


System location: Atlanta Regional Office, 1718 Peachtree Street 
NW., Room 1000, Atlanta, Ga. 30309. 


Categories of individuals: Individual members of the public who file 
complaints or request information either by telephone or in person 
concerning matters believed to be of interest or within the jurisdic- 
tion of the FTC. 


Categories of records in the system: Consists of completed form 
listing the name of the individual, name of the company about which 
the individual inquires or complains and the matter complained of. 
System also includes an index of the individual with whom contact 
was made. 


Authority for maintenance of system: Federal Trade Commission 
Act. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Filed for future reference 
as to possible witnesses if company complained of should come under 
investigation by the FTC. Also may be used for reference to another 
office of the FTC or other federal agencies for law enforcement 
purposes when deemed appropriate. Used by Atlanta Regional Office 
personnel and by personnel of other FTC units or other agencies to 
whom a matter is referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Public contact forms maintained in letter size file folders; 
index cards consist of 3 inch by 5 inch cards maintained in card file. 

Retrievability: Contact form filed alphabetically by name of compa- 

- ny; index card filed alpliabetically by name of individual. 

Safeguards: Contact forms in standard file cabinet and index cards 
in standard card file. Access restricted to those agency: personnel 
whose responsibilities require access. 

Retention and Disposal: Retained for a minimum of one year and 
disposed of by delivery to and placing in a local government inciner- 
ator. 

“System manager(s) and address: Regional Director, 1718 Peachtree 
Street NW., Room 1000, Atlanta, Ga. 30309. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Information obtained from the individual. 

FTC—35 
* System name: Public Information Mailing List—FTC 


- System location: Comnet, Inc., 5185 MacArthur Blvd., Washington, 
D.C. 20016. 
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Categories of individuals: Individuals, businesses and organizations 
which have indicated an interestein receiving FTC materials; selected 
news media and special interest (i.e., organizations to be reached on 
specific FTC matters). 

Categories of records in the system: Contains some or all of the 
following: name, title, company or organization, mailing address, 
Occupation, and capacity/interest codes. 


a for maintenance of system:. Federal Trade Commission 
ct. 


f Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Producing address lables 
for mailing FTC materials by Office of Public information and other 
Commission personnel. 


Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

: Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Computer disc storage : 


Retrievability: Labels for individual addressees can be retrieved by 
name or computer-assigned identification number. 


Safeguards: Retrieval of records is restricted to Office of Public 
Information and computer support personnel who have knowledge of 
computer password. 


Retention and Disposal: Records are retained until a purge action 
occurs or a request to delete is received. A purge action occurs when 
an affirmative response to a purge inquiry is not received, and each 
list entry receives a purge inquiry annually. News media and special 
interest addresses are retained indefinitely or for a specified length of 
time unless removal from the list is requested by the individual. 


_ System manager(s) and address: Director, Office of Public Informa- 
tion, Room 496, Federal Trade Commission, 6th Street & Pennsylva- 
nia Avenue NW., Washington, D.C. 20580. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- . 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 


Record source categories: Individual who wishes to receive FTC 
material, and FTC material, and FTC staff referring mailing list 
request. 


FTC—37 


System name: Individual Claims Submitted Pursuant to Consent 
Agreement in Bachman v. Pertschuk 


System location: Office of the Secretary, Federal Trade Commis- 
sion, Room 164, 6th Street & Pennsylvania Avenue NW., Washing- 
ton, D.C. 20580. 

Categories of individuals: Current and former FTC economists, 
accountants, attorneys, computer specialists, research analysts, and 
consumer protection specialists and applicants for those positions 
who file individual claims of discrimination pursuant to consent 
agreement in Bachman v. Pertschuk, CA No. 76-0079 (D.D.C. 1978). 

Categories of records in the system: Individual claims and related 
documents submitted by claimants, interview reports, FTC applica- 
tion files, resumes, etc. 

Authority for maintenance of system: Part VIII of consent agree- 
ment in Bachman v. Pertschuk, CA No. 76-0079 (D.D.C. 1978). 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Will be used by Adminis- 
trator of Bachman agreement, his assistants, and magistrate of U.S. 
District Court for District of Columbia in deciding claims presented. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: In cabinet in locked office; held by attorney-advisor to 
Administrator of agreement. 


Retrievability: By name of claimant. 

Safeguards: Available only to authorized individuals conducting 
inquiry into claims. 

Retention and Disposal: No disposal system at present. 


System manager(s) and address: Benjamin I. Berman, Office of the 
Secretary, Room 164, Federal Trade Commission, 6th Street & Penn- 
sylvania Avenue NW., Washington, D.C. 20580. 
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Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Claimants submissions, FTC personne] 
records. 
FFC—38 
System name: Public Information Mailing List, Seattle Regional 
Office—-FTC—REVOKED 
FTC—39 
System name: Staff Advisory Opinion Records—FTC 
System location: Office of Assistant General Counsel, Legal Coun- 


sel, Room No. 576, Federal Trade Commission, 6th Street & Pennsyl- 
vania Avenue NW., Washington, D.C. 20580. 

Categories of individuals: Applicants for advisory opinions under 
Sec. 1.1 of the Commission’s Rules of Practice and Procedure. 

Categories of records in the system: Name and address of requester; 
business information; proposed courses of business action. 

Authority for maintenance of system: Federal Trade Commission 
Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by staff and members 
of the public. To provide staff advice responsive to public request; to 
maintain record of advice given for use of the staff for preparation of 
future staff or Commission opinions and to coordinate and assure 
consistency of position; possible referral to other parts of the FTC or 
to appropriate Federal or State agencies for advice or where law 
enforcement action may be warranted; used by staff of Office of 
General Counsel and other FTC personnel or agencies to whom a 
matter is referred. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in binders in Public Reference Room. Available to 
the public. Also stored in file cabinets in General Counsel's Office. 

Retrievability: Generally indexed by name of requesting party. 

Safeguards: Maintained in lockable office. 

Retention and Disposal: Maintained from 6-1-62; no present disposal 
program. 

System manager(s) and address: Assistant General Counsel for 
Legal Counsel, Room No. 576, Federal Trade Commission, 6th Street 
& Pennsylvania Avenue NW., Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting recerd procedures: Same as above. 

Record source categories: Individual proprietorship, corporation, or 
other business organization, or counsel representing any of them, 
seeking or receiving a staff advisory opinion. 

FTC—41 
System name: Unofficial Personnel Records—FTC 

System location: 

Federal Trade Commission 

6th Street & Pennsylvania Avenue NW. 

Washington, D.C. 20580 

Indiana Building 

633 Indiana Avenue NW. 

Washington, D.C. 

Star Building 

1101 Pennsylvania Avenue NW. 

Washington, D.C. 

Gelman Building 

2120 L Street NW. 
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Washington, D.C. 
Pennsylvania Building 
425 13th Street NW. 
Washington, D.C. 

M Street Building 
1726 M Street NW. 
Suite 1100 
Washington, D.C. 


Regional Offices: 
Atlanta Regional Office 
1718 Peachtree Street NW. 
Atlanta, Ga. 30309 
Boston Regional Office 
150 Causeway Street 
Boston, Mass. 02144 
Chicago Regional Office 
55 East Monroe Street 
Chicago, Ill. 60603 
Cleveland Regional Office 
Suite. 500, Mali Building 
118 Saint Clair Avenue 
Cleveland, Ohio 44114 
Dallas Regional Office 
2001 Bryan Tower, Suite 2665 
Dallas, Tex. 75201 
Los Angeles Regional Office 
13209 Federal Building 
11000 Wilshire Boulevard 
Los Angeles, Calif. 90024 
New York Regional Office 
2243-EB Federai Building 
26 Federal Plaza 
New York, N.Y. 10007 
San Francisco Regional Office 
450 Golden Gate Avenue 
San Francisco, Calif. 94102 
Seattle Regional Office 
28th Floor Federal Building 
915 Second Avenue 

* Seattle, Wash. 89174 
Categories of individuals: Current and former employees of the 
Federal Trade Commission. 


Categories of records in the system: This system of records contains 
information or documents about the employment and work history of 
individual employees. The types of records maintained vary with 
each supervisor and Commission unit. Each supervisor may maintain 
some or all of the following records: written notes or memoranda on 
employee performance (i.e. Attorney Evaluation Employment 
Forms), leave, work assignments, disciplinary problems. 

Authority for maintenance of system: Title 5 U.S.C. Sections 4301- 
4308; Sections 6101-6106; Sections 6301-6326; Sections 7301-7352: 
Sections 7501-7533. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: To be used by the 
employee’s supervisor in evaluating performance, preparing promo- 
tion and award recommendations, preparing informal or formal disci- 
plinary actions, approving leave, making work assignments. 

Referral to the Civil Service Commission concerning pay, benefits, 
retirement deductions, and other information necessary for the Com- 
mission to carry out its Government-wide personnel management 
functions. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: These records are maintained in file folders. 
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Retrievability: These records are indexed by the names of individ- 
uals on whom they are maintained. 


Safeguards: Access to and use of these records are limited to those 
whose official duties require such access. Personnel screening is used 
to prevent unauthorized disclosure. 


Retention and Disposal: Records are destroyed when no longer 
relevant to the purpose for which they were compiled and main- 
tained. Generally, records are destroyed when the employee no 
longer works in the Bureau or Office which compiled and maintained 
the information. 


System manager(s) and address: Employee supervisor, Federal 
Trade Commission. 

Notification procedure: By mailing or delivering a written request 
bearing the individual's name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual to whom record pertains; su- 
pervisors of employee. 


FTC—42 
System name: Basis Computerized System. Bureau of Competition— 
FTC 


System location: Computer Services Corporation, Infunct Center, 
650 N. Sepulveda Boulevard, Los Angeles, Calif. 90245. 

Categories of individuals: Professional staff of the Bureau of Com- 
petition. 

Categories of records in the system: Name of professional staff 
member, sequence number (assigned to attorney), case assignment, 
deadline, expenditure of time, supervising attorney, assistant director 
responsible for overall case. 

Authority for maintenance of system: Federal Trade Commission 
Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by supervisory 
personnel of Bureau of Competition for management purposes, in- 
cluding management of caseload and as budgeting tool. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. , 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Computer magnetic discs indexed by data basis. 

Retrievability: By name of professional, sequence number, or other 
data element. 

Safeguards: By password only. Access restricted to those agency 
personnel whose responsibilities require access. 

Retention and Disposal: Retained indefinitely. 

System manager(s) and address: Assistant Director for Evaluation, 
Bureau of Competition, Federal Trade Commission, 6th Street & 
Pennsylvania Avenue NW., Washington, D.C. 20580. 

Notification precedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as foltows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as-above. 

Contesting record procedures: Same as above. 


Record source categories: Information obtained from reports from 
Assistant Directors, Bureau of Competition, and from professional 
assigned to case. 

FTC—43 
System name: Internal Assignment Tracking System, Office of Gener- 
al Counsel—FTC 

System location: Optimum Systems, Inc., 5615 Fishers Lane, Rock- 
ville, Md. 20852. . 

Categories of individuals: Professional staff of the Office of General 
Counsel. . 

Categories of records in the system: Control number, subject, and 
status of assignment, supervising attorney, date received, current 
deadline, original deadline, date completed, and, if Freedom of Infor- 
mation Act appeal, whether access granted. 
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Peas for maintenance of system: Federal Trade Commission 
ct. 

; Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by supervisory 
personnel of General Counsel’s Office for management purposes, 
including controlling attorney workload, tracking the status of as- 
signments, and evaluating attorney performance. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

_ Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in computer. 

Retrievability: By name of attorney, control number, or other data 
element. 

Safeguards: By password only. Access restricted to those agency 
personnel whose responsibilities require access. 


Retention and Disposal: Retained indefinitely. 

System manager(s) and address: Administrative Officer, Office of 
General Counsel, Room 566, Federal Trade Commission, 6th Street 
& Pennsylvania Avenue NW., Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. : 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Assignments under responsibility of 
Office of General Counsel and instructions from staff. 

FTC—49 
System name: Freedom of Information Act Requests and Appeals 
from Other Than Governmental Agencies and the Commission’s 
Responses Thereto—FTC 
System location: 
Records Division 
Office of the Secretary 
Federal Trade Commission 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 
Information Division 
Office of the Secretary 
Federal Trade Commission 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 
Office of the General Counsel 
Room 551 
Federal Trade Commission 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 

Categories of individuals: Persons filing requests for access to infor- 
mation under the Freedom of Information Act. 

Categories of records in the system: Name, address, sometimes 
purpose of request, and intended use of information, and agreement 
to pay fees, if any. 

Authority for maintenance of system: Federal Trade Commission 
Act; Freedom of Information Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by staff of the 
Secretary’s Office, General Counsel’s Office, enforcement Bureaus 
with respect to active or pending investigations or proceedings, and 
of the Commissioners, to make recommendations and determinations 
in response to Freedom of Information Act requests and appeals. 
Referral to the Office of Management and Budget and to the Con- 
gress for annual reports required by the Freedom of Information Act. - 
Referral to federal enforcement authorities to assist with administra- 
tive processing and litigation. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Request and appeal letters, and agency responses thereto, are availa- 
ble to the public for inspection and copying. 
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Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records im the system: ; 

Storage: 1. Copies of request and appeal letters, and agency re- 
sponses thereto, are stored in binders in the Public Reference Room 
(available to the public). 2. Original request letters, copies of appeal 
letters (if any) and agency responses, and related internal memoran- 
da, are stored in folders in lockable file cabinets in the Freedom of 
Information and Privacy Acts Branch of the Information Division. 3. 
Original appeal letters, copies of request letters and agency responses, 
and related internal memoranda are stored in folders in lockable file 
cabinets in General Counsel’s Office. 

Retrievability: Generally indexed by name of requesting party. 

Safeguards: Maintained in lockable file cabinets or office. 

Retention and Disposal: Full grant response letters and files are 
destroyed after two (2) years. Denials and appeal files are destroyed 
four (4) years after final determination by agency or three (3) years 
after final adjudication by courts, whichever is later. 

System manager(s) and address: Secretary, Federal Trade Commis- 
sion (address same as System Location). Assistant General Counsel 
for Legal Counsel, Federal Trade Commission (address same as 
System Location). 

Notification procedure: By mailing or delivering a written request 
bearing the individual's name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual on whom the record is main- 
tained. 

FTC—50 
System name: Holders of Registered Identification Numbers—FTC 


System location: Division of Energy and Product Information, 
Federal Trade Commission, 633 Indiana Avenue NW., Washington, 
D.C. 20680. 

Categories of individuals covered by the system: Persons marketing 
wool products, textile fiber products, or fur or fur products, in 
commerce, who have filed an application with the Secretary of the 
Commission for issuance of a requested identification number pursuant 
to the Commission’s Rules of Practice, 16 CFR 1.32. 

Categories of records in the system: Name of applicant, address, 
nature of business, nature of product. 


Authority for maintenance of the system: Federal Trade Commission 
Act, Wool Products Labeling Act of 1939, Fur Products Labeling Act, 
Textile Fiber Products Identification Act. 

Routine uses of records maintained in the system, including categories 
of users and purposes of such uses: Applications are used by the 
Commission to issue registered identification numbers to qualified 
applicants; such numbers are for use as required identification in lieu of 
the name of the person to whom the number has been issued in 
satisfying the identification requirement for labeling under the respec- 
tive Acts identified above. Used by staff of the Division of Energy and 
Product Information and available to the public. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Maintained in files. Available to the public. 

Retrievability: Indexed alphabetically by name of applicant and 
indexed in numercial sequence. 

Safeguards: Maintained in file cabinets. 

Retention and Disposal: Maintained from 1-1-51; no present disposal 
program. 


System manager(s) and address: Assistant Director for Energy and 
Product Information, Bureau of Consumer Protection, Federal Trade 
Commission, 633 Indiana Avenue NW., Washington, D.C. 20580. 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 
Record source categories: Individual on whom record is maintained 


NOTICES 


: FTC—51 
System name: Privacy Act Requests and Appeals—FTC 
. System location: 
Information Division 
Office of the Secretary 
Federal Trade Commission 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 
Office of the General Counsel 
Room 563 
Federal Trade Commission’ 
6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580 

Categories of individuals: Persons filing requests for access to, cor- 
rection of, or an accounting of disclosures of personal information 
contained in system of records maintained by the Commission, pursu- 
ant to the Privacy Act of 1974. 

Categories of records in the system: Name, address; sometimes 
purpose of request; intended use of information; agreement to pay 
fees, if any; and nature of correction of information requested. 

Authority for maintenance of system: Federal Trade Commission 
Act; Privacy Act of 1974. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by staff of the 
Secretary’s Office, General Counsel’s Office, and Commissioners, to 
make recommendations and determinations in response to Privacy 
Act request and appeals. Referral to the Office of Management and 
Budget and to the Congress for annual reports required by the 
Privacy Act. Referral to federal enforcement authorities to assist 
with administrative processing and litigation. 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Initial requests stored in lockable files in Secretary’s 
Office. Appeals stored in lockable files in General Counsel’s Office. 

Retrievability: Indexed by request index number, date of request, 
and name of requester or appellant. : 

Safeguards: Maintained in lockable offices. Access restricted to 
those agency personnel whose responsibilities require access. 

Retention and Disposal: Full grant correspondence and files are 
destroyed after two (2) years. Denials and appeal files are destroyed 
four (4) years after final determination by agency or three (3) years 
after final adjudication by courts, whichever is later. 

System manager(s) and address: Secretary, Federal Trade Commis- 
sion (address same as System Location). Assistant General Counsel 
for Legal Counsel, Federal Trade Commission (address same as 
System Location). 

Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW. 
Washington, D.C. 20580. 

Record access procedures: Same as above. 

Contesting record procedures: Same as above. 

Record source categories: Individual on whom record is maintained. 

FTC—52 


System name: Equal Employment Opportunity Statistical Reporting 
System—FTC 
System location: Optimum Systems, Inc., 5615 Fishers Lane, Rock- 
ville Md. 20852. 


Categories of individuals: Current FTC employees. 
_ Categories of records in the system: Coded minority group designa- 
tions. ; 


Authority for maintenance of system: 5 U.S.C. Sections 1301, 3301, 
7151, 7154, and Executive Order 10577, Nov. 22, 1954. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Used by the Equal 
Employment Opportunity Director in composite statistical form only, 
for analyses and reports within the Commission and to the Civil 
Service Commission as required by law. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 
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Storage: Stored on magnetic disc. 

Retrievability: minority group designations may be retrieved by 
name or group, or by cross-reference to title and grade information 
contained in FTC System 26, General Personnel Records (Official 
Personnel Folder and Records Related Thereto): Duplicate Person- 
nel Files and Automated Records. 


Safeguards: Access may be obtained only by written authorization 
of the Equal Employment Opportunity Director. 


Retention and Disposal: Coded information is erased when the 
individual ceases employment at the FTC. 


System manager(s) and address: Equal Employment Opportunity 
Director, Federal Trade Commission, 6th Street & Pennsylvania Ave- 
nue NW., Washington, D.C. 20580. 


Notification procedure: By mailing or delivering a written request 
bearing the individual’s name, return address, and signature, ad- 
dressed as follows: Privacy Act Request, Office of the Secretary, 
Federal Trade Commission, 6th Street & Pennsylvania Avenue NW., 
Washington, D.C. 20580. 


Record access procedures: Same as above. 
Contesting record procedures: Same as above. 


Record source categories: Visual identification of each employee by 
Division of Personnel staff and administrative officer in each regional 
office. 
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Availability of 1977 Compilation 

“Privacy Act Issuances—1977 Compilation” is available from Re- 
gional Depository Libraries at 50 locations around the country and 
can be examined at these libraries free of charge. The 1977 Compila- 
tion is also available at the General Services Administration Federal 
Information Centers, which are located at 38 central points around 
the country and may be examined at the central headquarters and all 
field offices of this agency. It is also available for purchase from the 
Superintendent of Documents, U.S. Government Printing Office, 
Washington, D.C. 20402. Upon request, the Office of the Federal 
Register will furnish a photocopy of the full text of a particular 
records system published in the 1977 Compilation for a nominal fee. 


Location of Notices in 1977 Compilation 
Notices of this agency’s systems of records appear in Volume I of 
the 1977 Compilation at 47403 (42 FR 47403). The price of this 
Volume is six dollars and fifty cents. 
By direction of the Commission. Dated August 17, 1978. 


James A. Tobin, 
Acting Secretary. 


{FR Doc. 78-24579 Filed 9-7-78; 8:45 amJ 
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(7710-12) = POSTAL SERVICE 


PRIVACY ACT OF 1974 
Systems of Records; Annual Publication 


Agency: U.S. Postal Service 

Action: Annual Report and final notice of minor records system 
description changes. 

Summary: The primary purpose of this document is to publish the 
annual notice under 5 U.S.C, 552a(e)(4) of the systems of records, as 
defined in the Privacy Act of 1974, Pub. L. 93-579, which are 
maintained by the Postal Service. In the interest of providing com- 
plete, current information to the public in an easily accessible format, 
this document also provides final notice of several minor records 
system description changes. All changes have been incorporated into 
the list of systems descriptions herein. 

Date: Parts 1, 2, and 3 effective October 10, 1978. 

Address: Records Officer, U.S. Postal Service, Washington, D.C. 
20260. 

For further information contact: Mr. John E. Finlay (202) 245- 
4142. 

Supplementary information: The last complete list of Postal Serv- 
ice Systems of Records was published in the Federal Register on 
September 30, 1977 (42 FR 53499). Changes to this complete list 
appeared in the Federal Register on November 21, 1977 (42 FR 
59833), November 30, 1977 (42 FR 60990), June 15, 1978 (43 FR 
25893), and on July 27, 1978 (43 FR 32478). In accordance with a 
provision of the Privacy Act Implementation guidelines issued by the 


Office of Management and Budget (40 FR 28961:1), the Postal Serv- 


ice has instituted a regular program of review of its record keeping 
practices. As a result of the latest comprehensive review, the Postal 
Service has deemed it appropriate to (1) revise certain systems de- 
scriptions as a result of the automation of several manual systems, (2) 
make certain general records systems description changes to reflect 
more accurately the nature and scope of the systems described, and 
(3) make minor editorial corrections and revisions in the description 
of various systems. Postal Service regulations concerning the privacy 
of information appear in 39 CFR Part 266. Those Postal Service 
systems of records which are exempt from certain provisions of the 
Privacy Act are listed in 39 CFR 266.9(b). 


Part I—System Modifications Due to Implementation of Automation 
Improvements 
1. The Postal Service has implemented a common, computerized 
index system for six currently published records systems maintained 
by the Law Department. The index feature is designed to facilitate 
information cross-indexing and access. The following affected rec- 
ords systems descriptions have been revised accordingly: 
USPS 030.030 
USPS 120.220 
USPS 120.230 
USPS 120.240 
USPS 190.010 


USPS 200.020 
The revisions to each of these six systems are as follows: 


Storage: Change to read, “Paper documents and computer tape/ 
disk.” 


Safeguards: Change to read, “Folders containing paper documents 
are kept in locked filing cabinets under the general scrutiny of Posial 
Service attorneys. Computer terminals and tape/disk files are located 
in a secured area.” 


Retention and Disposal: Change to read, “Selected records are 
maintained on an active basis for an additional three years. All other 
records are maintained for five years. Paper records are shredded 
and computer tape/disk records are erased at the end of retention 
period.” 

2. In addition, the Postal Service has automated several manual 
systems to improve their operating efficiency. The systems affected 
and the changes made to them are set forth below: 

a. The Postal Service has modified a segment of USPS 120.190, 
Personnel Records—Supervisors Personnel Records, permitting auto- 
mated capture of information on work-related employee activities. As 
is the case under the present manual environment, automated records 
will be used as an optional management tool for more efficiently 
supervising assigned personnel. The system revision is: 


Storage: Change to read, “Paper files, index cards, magnetic tape 
and disk, computer printouts.” 


NOTICES 


Safeguards: Change to read, “Paper documents/index cards are 
locked in supervisor’s desk or filing cabinets. Computer readable 
media are maintained in secured data processing facilities.” 

b. The Postal Service has also converted the following previously 
published records systems from manual to computer operation: 

USPS 070.020 
USPS 080.010 
USPS 100.010 
USPS 100.020 
USPS 130.010 

The above five system descriptions have been revised accordingly. 

The description changes are in the Storage, Retrievability, Safe- 
guards, and Retention and Disposal sections of the amended notices 
of those systems which are set forth below, in sequence, by USPS 
Identification Number. 


Part 2—General System Description Revisions 

The Postal Service has determined that it is desirable to make 
certain general records system description changes to reflect more 
accurately the nature and scope of the systems described. As a result 
of the revisions, USPS 120.150 and 120.180 have been deleted from 
the list of Privacy Act systems of records presently published in the 
Federal Register, and three new records descriptions are substituted. 
The new records systems are USPS 120.151, 120.152, and 120.153. 
These revisions do not reflect any changes in the operation or func- 
tion of the described systems. They are only changes to the descrip- 
tions themselves for the purpose of presenting to the public a clearer 
picture of the records being maintained. 


Part 3—Editorial Corrections and Revisions 
The Postal Service has determined that it is necessary to make 
certain minor editorial corrections and revisions to various systems of 
records descriptions. These corrections and revisions do not reflect 
changes in the systems themselves, but are provided only as changes 
to the descriptions. These changes do not affect the general character 
or purpose of any system described, nor do they expand the popula- 


‘tion of individuals to which the systems apply. The modifications 


merely provide a more accurate description of the affected systems 
of records. The following constitutes final notice of the necessary 
changes: 
' 1. USPS 040.010—Customer Programs—Memo to Mailers Address 
File 

System location: Change to read, “USPS Headquarters, Customer 
Services Department and at a contractor site.” 


Record access procedures: Change to read, “See NOTIFICATION 
above.” 


Contesting record procedures: Change to read, “See NOTIFICA- 
TION above.” : 


2. USPS 050.020—Finance Records—Payroll System. 


System location: Add, “Also, certain information from these rec- 
ords may be stored at emergency records centers.” 

Routine uses of records maintained in the system, including catego-. 
ries of users and the purposes of such uses: Delete, “7. Information 
from these records may be stored at emergency records centers.” 

3. USPS 120.100—Personnel Records—Performance Awards 
System Records 

Retention and Disposal: Change to read, “Records are maintained 
for four years and then destroyed by shredding.” 

4. USPS 130.040: Philately—Philatelic Product Sales and Distribu- 
tion 

System location: Change to read, “USPS Headquarters, Customer 
Services Depariment and at a contractor site.” 

5. USPS 160.010—Special Mail Services—Insured and Registered 
Domestic Mai! Inquiry and Application for Indemnity Records. 

Storage: Change to read, “Handwritten and typed forms, micro- 
fiim, computer readable media and. printouts.” 

6. USPS 160.020—Special Mail Services—Insured and Registered 
International Mail Inquiry and Application for Indemnity Records. 

Storage: Change to read, “Handwritten and typed forms, micro- 
film, computer readable media and printouts.” 

Finally, as a result of an internal‘ organization change, there is a 
new system manager for four records systems. The systems descrip- 
tions are modified to reflect this change as follows: 

System manager(s) and address: Delete each reference to “APMG, 
Customer Services Department”, and add, “APMG, Delivery Ser- 
vices Department.” The system notices affected are: 
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USPS 010.020—Collection and Delivery Records—Boxholder 
Records 

USPS 010.050—Collection and Delivery Records—Delivery of 
Mail Through Agents 

USPS 090.020—Non-Mail Services—Passport Application 
Records 

USPS 140.020—Postage—Postal Meter Records 


Roger P. Craig, 
Deputy General Counsel. 


Annual Notice of Systems of Records 


The following points are relevant to the annual notice of Postal 
Service systems of records provided in this document: 

a. All systems containing contract records, as well as other legal 
records relating to those contracts, are considered business records 
by the Postal Service, rather than systems of personal records, as that 
term is defined in the Privacy Act. Accordingly, these systems are 
not listed. 

b. All Postal Service records described in this list are subject to: 

1. The subpoena of a court of competent jurisdiction; 

2. Review by Congress or its representatives upon request. 

c. The “routine use” portion of each system notice contains, as the 
first item, the system “purpose.” The “purpose” is included to pro- 
vide clarity and promote understanding of the system by the layman. 
It may be defined as that activity performed by those officers and 
employees of the Postal Service who have a need for component 
records of the system in the performance of their duties. Disclosure 
accounting is not maintained by the Postal Service for any activity 
listed as a “purpose.” 


USPS 010.010 


System name: Collection and Delivery Records—Address Change 
and Mail Forwarding Records, 010.010 


System location: Post Offices. 


Categories of individuals: Postal customers requesting mail forward- 
ing services from their local postal facilities. 


Categories of records in the system: Records contain customer 
name, old address, new mailing address, mail forwarding instructions, 
effective date, information as to whether the move is permanent or 
temporary and the customer’s signature. 


Authority for maintenance of system: 39 U.S.C. 403, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide mail 
forwarding and address correction services to postal customers who 
have changed address. Use— 

1. Records about any named individual are made available to any 
member of public upon request. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before in a court of administrative body. 

4. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. : 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: This source document is stored in filing cabinets at the 
delivery unit. They are filed alphabetically by name within month or 
quarter. Records generated from the source document are stored on 
cards or list forms or recorded on magnetic tape where central 
markup is computerized. These records are filed alphabetically by 
name and route number or zone. 


Retrievability: This system of records is indexed by name and 
address. Information may be retrieved by route number or ZIP Code 
where a computerized system is in use. 


Safeguards: Access to and use of these records are limited to those 
persons whose official duties require such access. 


Retention and Disposal: 
a. Source document retained for 1 year from effective date and 
then destroyed by shredding or burning. 
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_b. Information on magnetic tape is retained for 1 year from effec- 
tive date. At the end of that period, the tapes are erased. 

System manager(s) and address: APMG, Delivery Service Depart- 
ment, headquarters. 

Notification procedure: Customers wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to their local postmaster. Inquiries should contain 
full name and address, effective date of change order, route number 
(if known) and ZIP Code. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: The individual to whom the record per- 
tains. 


USPS 010.020 
ao Collection and Delivery Records—Boxholder Records, 


System location: Post Offices 


Categories of individuals: Postal customers who have applied for 
lockbox or caller service, whether for private or public purposes. 


Categories of records in the system: Records are in card form and 
contain names, addresses, a record of payments, and the names of 
persons or agents whether family members or business associates or 
employees. 

Authority for maintenance of system: 39 U.S.C. 403, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide post 
office box services to postal patrons. 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, Siate, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. Disclosed to Federal, State and local government agencies for. 
use in connection with official business. 

3. Disclosed to persons authorized by law to serve judicial process 
when necessary to serve process. 

4. Disclosed to public when box is being used for purpose of doing 
or soliciting business with the public. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of posial employees in an 
appropriate bargaining unit. 

6. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

7. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 


disposing of records in the system: 


Storage: Information is stored on card form filed in metal file 
cabinets. In locations where the records have been automated, infor- 
mation may be found on magnetic tape, magnetic cards or mylar 
strips. 

Retrievability: Information is filed according to local needs, and 
the volume of records. Billing forms are filed numerically by box 
number within month in which rent is due. Applications are filed 
alphabetically by name of individual or firm. 

Safeguards: Access limited to employees working in the boxholder 
section. 


Retention and Disposal: 


a. Billing forms are destroyed by shredding 2 years after closeout 
of the last entry. 

b. Boxholder applications are retained for 2 years after termination 
of the rental. : 


System manager(s) and address: 
APMG, Delivery Services Department. 
APMG, Finance Department, Headquarters. 
APMG, Rates & Classification Department, headquarters. 


Notification procedure: Inquiries should be addressed to the local 
postmaster; requestors in person should identify themselves with 
drivers license, military, government or other form of identification. 
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Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 
Record source categories: The individual to whom the record per- 
tains. 
USPS 010.030 


System name: Collection and Delivery Records—Carrier Drive-Out 
Agreements, 010.030 


System location: District Offices, Sectional Centers, Post Offices, 


Postal Data Centers. 

Categories of individuals: Letter carriers who use privately owned 
vehicles to transport the mails pursuant to a valid agreement with the 
local postmaster. 

Categories of records in the system: Information in these records 
contain Route Number, name and address of carrier, social security 
number and effective dates of the agreement. 


Authority for maintenance of system: 39 U.S.C. 1206. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
reimbursement to carriers driving their own vehicles. 

Use— 

1. Provide necessary tax information to Internal Revenue Service. 

2. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

3. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. - 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. ; 

6. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees im an 
appropriate bargaining unit. 

7. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the’ investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information is contained on preprinted forms, magnetic 
tape and computer printout reports. 

Retrievability: The system is indexed by employees’ social security 
number, pay location number and pay period. 

Safeguards: Normal precautions of filing equipment and limited 
access and the physical security measures of the computer facility. 

Retention and Disposal: Magnetic tape records are retained for two 
calendar years (January-December) and then deleted. Source forms 
are retained until a new or changed agreement and then destroyed by 
shredding or burning after 1 year. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment, Headquarters. 

Notification procedure: A carrier wishing to know if there is infor- 
mation in this system of records concerning him should notify the 
post office worked of the pay periods the agreement was in force, 
the route worked, give his name and social security number. 

Record access procedures: See NOTIFICATION above. 

Record source categories: The individual to whom the record per- 
tains. 


USPS 010.040 


System name: Collection and Delivery Records—City Carrier Route 
Records, 010.040 


NOTICES 


System location: Postal Service Headquarters, Regional Headquar- 
ters, District Offices, Sectional Centers, Post Offices, Automatic Data 
Processing Centers, Postal Data Centers and ADP Contractor sites. 


Categories of individuals: Letter Carriers, substitute carriers and 
flexible employees. 


Categories of records in the system: Employee name, social security 
account number, age, route number, length of service, leave time and 
whether or not a transportation agreement exists. It also includes 
information pertaining to work load, work schedule, performance 
analysis and individual’s work habits. Inspection reports of employ- 
ees, work load and work load adjustments. Employee and Examiner’s 
comments on route adjustments and inspections. Statistical engineer- 
ing record of carrier and route characteristics. 

Authority for maintenance of system: 39 U.S.C. 403, 404. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To assist man- 
agement in evaluating mail delivery and collection operations and 
administering these functions efficiently. 

Use— 

1. To refer, where there is an indication of a violation or potential 


‘violation of law, whether civil, criminal or regulatory in nature, to 


the appropriate agency, whether Federal, State or local charged with 
enforcing or implementing the statute, or rule, regulation, or order 
issued pursuant thereto. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Disclosure may be made-to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon request, when that investigator is properly engaged in the 
investigation of a formal complaint of discrimination filed against the 
U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

7. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information is contained on printed forms, computerized 
media, or computer printouts. 


Retrievability: The system is indexed by route number, employee 
name, or postal facility name. 


Safeguards: Access to and use of these records are limited to those 
persons whose official duties require such access. 


Retention and Disposal: Route inspection records are retained for 2 
years where inspections are made annually or more frequently, and 
for 5 years where inspections are made less than annually. Disposal 
of records is by shredding or burning. 

b. Other records in system are retained for a period of up to 1 year 
depending upon the criticality of the information and then destroyed 
by shredding or burning. 

c. Statistical engineering records are retained for 5 years and then 
further retained on a year-by-year basis as specifically justified. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment, Headquarters; SAPMG Operations Group, Headquarters (Sta- 
tistical Engineering Records). 

Notification procedure: Inquiries should contain employees name 
and social. security number, specify: the type of information being 
requested, and forwarded to post office where employed. 


oa access procedures: See NOTIFICATION PROCEDURE 
ve. 


Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 
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Record source categories: From employees, carrier supervisors, and 
route inspectors. 


USPS 010.050 


System name: Collection and Delivery Records—Delivery of Mail 
Through Agents, 010.050 


System location: Sectional Centers, Post Offices 


Categories of individuals: Postal customer requesting delivery of 
mail through an agent and the agent to whom the mail is to be 
delivered. 

_ Categories of records in the system: Records contain the name and 
address of customer, name and address of agent and the signatures of 
both parties. 

Authority for maintenance of system: 39 USC, 403, 404 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—it serves as the 
written authority for the delivery of mail other than as addressed. 

Use— 

1. To refer, where there is an indication of a violation or potential 

violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 
. 2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Records are maintained in file cabinets on pre-printed 
forms. ; 


Retrievability: Forms are filed by customer name. 


Safeguards: Access is limited to postal employees in the delivery 
section. . 


Retention and Disposal: Records are maintained until contract is 
terminated then destroyed by shredding. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment. 

Notification procedure: Submit to local postmaster proof of person- 
al identity and name. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Co-signers of the request for delivery of 
mail through an agent. 


USPS 010.070 


System name: Collection and Delivery Records—Mailbox Irregulari- 
ties, 010.070. 


System location: District Offices, Sectional Centers, Post Offices 


Categories of individuals: Postal Service customers whose mailbox 
does not comply with USPS standards:and regulations. 


Categories of records in the system: Information consists of the 
reports of irregularities as submitted by the carrier or route inspector, 
the name and address of customer and the date and signature of the 
postmaster. 


Authority for maintenance of system: 39 USC, 403, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide for 
the efficient delivery of the mail. 

Use— - 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 
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3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


; Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information is recorded on pre-printed forms. 
Retrievability: Information is organized around route number. 


Safeguards: File in cabinets and access is limited to those USPS 
personnel having a working requirement. 


Retention and Disposal: Retained for one year after completed 
action and destroyed by shredding or burning. 


System manager(s) and address: APMG, Delivery Services Depart- 
ment, Headquarters. 


Notification procedure: Information may be obtained from the local 


postmaster, by presenting identification as to name and address and 
zip code. 


Record access procedures: Make request of the local postmater. 
Contesting record procedures: Make request of the local postmaster. 
Record source categories: Carrier or route inspector. 


USPS 010.080 


System name: Collection and Delivery Records—Rural Carrier 
Routes, 010.080. 


_ System location: Post Offices having rural carriers operations; De- 
livery Services Department, Sectional Centers; Regions; Districts; 
Postal Data Centers. 


Categories of individuals: Postal customers receiving rural mail 
delivery services, and rural carriers, substitute carriers and flexible 
employees. 


Categories of records in the system: Records contained in this 
system are: Employee workload, work schedule and performance 
analysis. Inspection reports of employees, workload and workload 
adjustments, route travel description, employee and examiners’ com- 
ments on adjustments and inspection. Employee name, route number, 
age, length of service, physical condition, quality of service and 
vehicle adequacy. Customer addresses and names of persons at ad- 
dress location (some rural routes only). 


Authority for maintenance of system: 39 USC 403, 404 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To assist man- 
agement in evaluating rural mail delivery and collection operations 
and administering these functions efficiency and provide basis for 
payment of salary and vehicle maintenance allowance carriers. 

Use— : 

1. Provide Bureau of the Census, Department of Commerce ad- 
dress information as requested to assist them in their statutory re- 
quirement of census taking. 

2.To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency whether Federal, state, or local, charged with 
the responsibility of investigating or presecuting such violation or 
charged with enforcing or implementing the statute, or rule, regula- 
tion, or order issued pursuant thereto. 

3. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

7. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 
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8. Inactive records may be transferred to a GSA Federal Records 
Center for storage prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Preprinted forms or lists in ordinary file equipment or on 
computer tape and printouts. 


Retrievability: Records are maintained by name and address of | 


customer, and by route number, employee name or postal facility 
name. ; 


Safeguards: Access to and use of these records are limited to those 
persons whose official duties require such access. 


Retention and Disposal: a. Records in card or list form are main- 
tained as long as the customer resides on the route; they are de- 
stroyed by shredding one year after the customer moves. b. Route 
travel description records, and establishment and discontinuance 
orders are retained until route is discontinued and then transferred to 
the Federal Records Center within two years after discontinuance 
date. c. Trip reports are retained for three years and then disposed of 
by shredding or burning. d. Route inspection reports and mail count 
records (mail counts made annually or more frequently) are retained 
for two years. Where mail counts are made less than annually rec- 
ords are retained until the next mail counts. Disposal of records is by 
shredding or burning. e. Other carrier records in system are retained 
for a period of up to one year depending upon the criticality of the 
information and then destroyed by shredding or burning. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment, Headquarters. 


Notification procedure: Customers wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to their local postmaster. Inquiries should contain 
full name and address. Employee inquiries should state employee 
name and social security number, route number, specify the type of 
information being requested, and forward to post office where em- 
ployed. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: The customer to whom the record per- 
tains and from employees, carrier supervisors and route inspectors. 


USPS 020.010 


System name: Communications (Public Relations)—Biographical 
Summaries of Management Personnel for Press Release, 020.010 


System location: Office of Public and Media Relations, Headquar- 
ters 

Office of Communications and Public Affairs, Regional Headquar- 
ters 


Categories of individuals: USPS executives, directors and managers 
to include regional staff officers, division directors, district managers, 
sectional center managers and other key management officials who 
may have frequent contact with news media or public speaking 
engagements. 


Categories of records im the system: Biographical summaries on 
sheets of paper plus photographs. Summaries include information as 
to present title and responsibility, length of service, age, place of 
birth, marital status and participation in local community activities. 

Authority for maintenance of system: 39 USC 401, 1001 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose and Routine 

Use— 

1. To provide the public with background information on postal 
Management personnel in connection with public relations matters 
such as speaking engagements, media appearances, appearances 
before civic, fraternal and employee organizations. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
siona! office made at the request of that individual. : 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information is maintained on regular bond paper in file 
cabinets. 


Retrievability: Information is filed by name and title. 


NOTICES 


Safeguards: File cabinets are located in communications offices 
where information is available only to individuals having a need for 
access. 

Retention and Disposal: a. Biographical sketches maintained at re- 
gions are retained while the individual is assigned within the region. 
If individual is promoted to or assigned to a position within the 
USPS outside the Region, biographical information is forwarded to 
the appropriate Public Affairs office; if employment with the USPS 
is terminated, the sketch is destroyed by shredding. 

b. Biographical sketches maintained at USPS, Washington, D.C., 
are retained indefinitely. 

System manager(s) and address; APMG, Employee and Public 
Communications, Headquarters. : 

Notification procedure: Inquiries should contain name and position 
held and presented to the Manager of Communications and Public 
Affairs where currently, or previously, employed. 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: The individual to whom the record per- 
tains. ‘ 


USPS 020.030 


System mame: Communications (Public Relations)—School Mailing 
Lists, 020.030. 


System location: Customer Services Department, Headquarters 


Categories of individuals: School principals and teachers of the 
participating schools in the various USPS educational material mail- 
mg programs. 

Categories of records in the system: Principal’s name or teacher’s 
name, schoo! and address. 

Authority for maintenance of systemm: 39 U.S.C. 403, 404 

Routine uses of records maintained im the system, including catego- 
ries of users and the purposes of such uses: Purpose—To mail educa- 
tional material. 

Use— ; 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: : 

Storage: Magnetic tape and typed or handwritten forms. 

Retrievability: Zip Code, Principal or teacher name, school name. 

Safeguards: Normal USPS physical security 

Retention and Disposal: During length of program—3 years then 
destroyed by shredding or burning. 

System manager(s) and address: APMG, Customer Services Depart- 
ment, Headquarters. 

Notification procedure: Inquiries should be addressed to the 
— MANAGER shown above providing the name and Zip 

ode. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information mail-out to principals and 
teachers. 


USPS 030.010 
System name: Equal Employment Opportunity—EEO Discrimination 
Complaint Investigations, 030.016 
System location: Office of Equal Employment Compliance, Em- 
ployee Relations Headquarters, EEO Office at Regions, Post Offices, 
Sectional Centers, Bulk Mail Centers, Automatic Data Processing 
Centers and Postal Data Centers. 


Categories of individuals: Current and former postal employees, 
applicants for positions within the USPS and third party complain- 
ants 


Categories of records in the system: Records contain names, work 
locations, dates, social security numbers, and other information as 
included on affidavits, interviews and investigative forms. 


Authority for maintenance of system: Public Law 92-261, Equal 


Employment Act of 1972; Executive Order 11478. 
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Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Used by EEO 
officers and the Civil Service Commission to adjudicate complaints of 
alleged discrimination and to evaluate the effectiveness of the EEO 
Program. 

Use— 

1. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

2. Disclosed to courts and counsel in the event of litigation. 

3. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

4. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

5. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

6. Disclosure may be made from the record of an individual, where 
pertinent,.in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

7. Inactive records may be transferred to a GSA Federal Records 
Center for storage prior to destruction. 

Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Records are maintained in paper case files. Status informa- 
tion required by the Civil Service Commission is maintained on ADP 
records. 


Retrievability: Files are accessed by case number, the custodian 
must also be furnished with the name of the complainant and the 
place where the complaint was filed. Case number consists of the last 
two digits of the year with case in chronological sequence. 


Safeguards: Case files are maintained in file cabinets within locked 
rooms. ADP records are protected with password security. 


Retention and Disposal: a. Precomplaint records—Counselor’s notes 
are destroyed three months after a formal report is submitted to the 
EEO officer or three months following the final adjustment when 
made at that level. b. Formal complaint records—Ali closed cases are 
removed from the system quarterly. Each closed case is retained as 
follows: Official file, 4 years; any copies, 1 year; background docu- 


ments not in case file, 3 years. c. ADP records—Closed case informa- . 


tion is removed quarterly and stripped of personal identifiers. It is 
then moved to an inactive file (Not a system of records) for future 
comparative analyses. 

System manager(s) and address; APMG, Employee relations De- 
partment, Headquarters. 

Notification procedure: Individuals interested in finding out if there 
is information in this records system pertaining to them should con- 
tact EEO officers at the Region or Headquarters level, giving com- 
plainant name, postal location, region, file number and year. 


Record access procedures: See Notification procedure above. 
Contesting record procedures: See Notification procedure above. 


Record source categories: Information is received from the com- 
plainant, respondent and from investigations and interviews. 


Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


USPS 030.020 


System name: Equal Employment Opportunity—Equal Employment 
Opportunity Staff Selection Records, 030.020 
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System location: Employee Relations Department, Headquarters, 
Regional Headquarters, Federal Records Centers 


Categories of individuals: Candidates considered by Promotion 
Boards for EEO staff position. 


Categories of records in the system: Name of candidate, level, 
address, service computation date, date of birth, Social -Security 
Number, postal background, personal information required to assess 
employee qualifications for position, estimate of potential and record 
of members of Board. 

Authority for maintenance of system: 39 U.S.C. 1001, Executive 
Orders 11478 and 11590 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
headquarters with information needed to complete selection process. 

Use— 

1. USPS Promotion Board reviews these records to determine 
applicant’s eligibility for appointment. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in ‘an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertient, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. ; 

- 6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

7. Inactive records may be.transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Forms, paper files. . 

Retrievability: Name of applicant and pay location. 

Safeguards: Maintained in locked file cabinets within secured facili- 
ty. 

Retention and Disposal: Records are transferred to the Federal 
Records Center and maintained indefinitely. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters 

Notification procedure: Inquiries should be addressed to the ahead 
of the facility where application was made. Inquiries should contain 
full name, position applied for, the date the Promotion Board met 
and Social Security Number. 

Record access procedures: See“NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 

Record source categories: Employee, and employee personnel data. 

USPS 03.030 
System name: Equal Employment Opportunity—EEO Administrative 
Litigation Case Files, 030.030 

System location: Law Department, Regional and National Head- 
quarters. 

Categories of individuals: Employees and applicants for employ- 
ment involved in EEO Litigation. 

Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents; (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
other personnel; (d) Correspondence and telephone records. 

Authority for maintenance of system: 39 U.S.C. 401, 409(d) 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide legal advice and representation to the Postal 
Service. 
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Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. - 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legl proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Transferred to Department of Justice, when needed by that 

department to perform properly its duties as legal representative of 
the Postal Service. : 
’ §. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. : 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper documents and computer tape/disk 

Retrievability: By name of litigant(s). 

Safeguards: Folders containing paper documents are kept in locked 
filing cabinets under the general scrutiny of Postal Service attorneys 
Computer terminals and tape/disk files are located in a secured area. 

Retention and Disposal: Selected records are maintained on an 
active basis until subject matter has no information value and on an 
inactive basis for an additional three years. All other records are 
maintained for five years. Paper records are shredded and computer 

_ tape/disk records are erased at the end of retention period. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters. 

Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name, and case number, 
if known; to the General Counsel, Law Department, National Head- 
quarters. 

Record access procedures: See “System Manager” above. 

Contesting record procedures: See “System Manager” above. 

Record source categories: (a) Individuals involved in EEO Litiga- 
tion; (b) Counsel(s) and other representative(s) for ies in action 
other than Postal Service; (c) Other individuals involved in the 
development of EEO litigation. Source documents include adminis- 
trative complaint/action file, and other records relevant to the case. 


USPS 040.010 
System name: Customer Programs—Memo to Mailers Address File, 
040.010 


System location: USPS Headquarters, Customer Services Depart- 
ment and at a contractor site. 


Categories of individuals: Subscribers to Memo to Mailers monthly 
newletter. 


Categories of records in the system: Subscribers’ mailing addresses 
and status of membership in Postal Customers Councils. 


Authority for maintenance of system: 39 USC 403, 404 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To prepare 
mailing labels for the monthly mailing of Memo to Mailers. 

Use— 

Disclosure may be made to a congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Magnetic tape and computer printout. 


Retrievability: Records are maintained by subscriber’s name, city, 
state and ZIP Code. 


Safeguards: The list contractor is forbidden by contract to use the 


list for any other means than to produce mailing labels for the U.S. 
Postal Service. 


NOTICES 


Retention and Disposal: The master file is maintained indefinitely, 
and is updated each month. ; 

System manager(s) and address; APMG, Customer Services Depart- 
ment, Headquarters 
_ Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 


dress inquiries to the SYSTEM MANAGER and supply their name 
and address. . 


ae access procedures: See “NOTIFICATION PROCEDURE” 
ve. 


Contesting record procedures; See “NOTIFICATION PROCE- 
DURE” above. 


Record source categories: Subscribers, Postmasters, USPS Customer 
Service Representatives. . 


USPS 040.020 


System name: Customer Programs—Sexually Oriented Advertise- 
ments, 040.020 


System location: Rates and Classification Department, Headquar- 
ters; Postal Data Center, Headquarters; Postal Data Center, New 
York; Postal Inspector-In-Charge NYC and Los Angeles, CA. 

Categories of individuals: Any adult who elects to have his name 
and address and that of his children under 19 years of age, placed on 
the list of persons who do not wish to receive sexually oriented 
advertisements through the mail. 


Categories of records in the system: Records contain the name and 
address of head of household or other adult, the names and birth 
dates of children under 19 years of age. 


Authority for maintenance of system: 39 U.S.C. Section 3010 


Routine uses of records maintained im the system, including catego- 
ries of users and the purposes of such uses: Purpose—To maintain a 
list, available to mailers of sexually oriented advertisements, of per- 
sons desiring not to receive such matter through the mails. 

Use— 

1. Upon payment of prescribed fee, provide mailers of sexually 
Oriented advertisements a list of individuals who do not wish to 
receive SOA. 

2. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. aA 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Infortiation is stored on magnetic tape, computer prin- 
touts, microfiche cards and preprinted forms. i 


Retrievability: Information is stored in ZIP Code sequence and in 
application number sequence. 


Safeguards: Printouts and microfiche are retained by the Office of 
Mail Classification and Postal Inspection Service; hard copy is main- 
tained in file cabinets at Headquarters with limited access. 


Retention and Disposal: a. Names are retained on the computerized 
list for a maximum of five years as prescribed by law. 


b. Forms, printouts and microfiche are retained indefinitely. 
c. Any records that are to be destroyed are shredded. 


System manager(s) and address; APMG, Rates and Classification 
Department, Headquarters 


Notification procedure: Customers will furnish the system manager 
their name, address, application number and the date of filing. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 
Record source categories: Customers filing to have their names 
placed on lists so as not to receive SOA. 
USPS 050.005 


System name: Finance Records—Accountants Receivable File Main- 
tenace, 050.005 


System location: Postal Data Centers 
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Categories of individuals: Present and former employees, contrac- 
tors, vendors and other individuals indebted to the Postal Service. 


Categories of records in the system: Invoice number, location name, 
Social Security Number, employee name, designation code. 


Authority for maintenance of system: 39 U.S.C. 401 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To monitor and 
record collections made by the USPS. 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Records are maintained on printed forms, punched cards 
and magnetic tapes. 

Retrievability: Records are normally retrieved by invoice number 
but may be retrieved, when necessary, by name of employee, contrac- 
tor, vendor, or other indebied individual. 

Safeguards: Authorization is limited to personnel of the General 
Accounting Section. Computerized records are subject to the securi- 
ty of the computer room. 

Retention and Disposal: All information is retained for four years 
after claim is payed and then destroyed by burning or scratched. 

System manager(s) and address: APMG, Finance Department, 
Headquarters : 

Notification procedure: Individuals requesting information from this 
system of records will apply to the pertinent postal facility and 
present the debtor’s name and Social Security Number. 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 

Record source eategories: Information is passed to this system from 
the Payroll Section, General Accounting Section, Claims Section, 
and Postmasters and Regional Offices. 


USPS 050.010 
System name: Finance Records—Employee travel Records (Accounts 
Payable), 050.010 

System location: Postal Data Centers, Postal Service Personnel 
Offices. 

Categories of individuals: USPS Employees on official travel. 

Categories of records in the system: Travel vouchers and travel 
advances containing employee name, social security number, Finance 
Number, basic travel information, and relocation data. 

Authority for maintenance of system: 39 U.S.C. 1001, 2008 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Reimburse 
Employees for official travel. 

Use— ; : 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, agency, whether Federal, State, or 


local, charged with the responsibility of investigating or prosecuting 
such violation or charged with enforcing or implementing the statute, 
or rule, regulation, or order issued pursuant thereto. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collctive bargaining representative of postal employees ‘in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record ar needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


; Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 
Storage: Information is stored on pre-printed forms and magnetic 
tape. 
Retrievability: Information is indexed by social security number. 
Safeguards: Access is subject to computer center access control 
Retention and Disposal: Retained four years after payment and 
destroyed by burning or magnetic tape by scratching and reuse. 


System manager(s) and address: APMG, Finance Department, 
Headquarters. 


Notification procedure: Requests for information should be present- 
ed to Employee’s Personnel Officer, furnishing name and social secu- 
rity number. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is received from the employ- 
ee filing a voucher. 


USPS 050.020 
System name: Finance Records—Payroll System, 050.020 


System location: Payroll system records are located and maintained 
in all Departments, facilities and certain contractor sites of the Postal 
Service. However, Postal Data Centers are the main locations for 
payroll information. Also, certain information from these records 
may be stored at emergency records centers. 


Categories of individuals: USPS Employees. 


Categories of records in the system: Records contain general pay- 
roll information including retirement deductions, family compensa- 
tions, benefit deductions, accounts receivable, union dues, leave data, 
tax withholding, allowances, FICA taxes, salary, name, social securi- 
ty number, payments to financial organizations, dates of appointment 
or status changes, designation codes, position titles, occupation code, 
addresses, records of attendance, and other relevant payroll informa- 
tion. Also includes automated Form 50 records. 


Authority for maintenance of system: 39 USC 40i, 1003, 5 USC 
8339 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose— 


1. Information within the system is for handling all necessary 
payroll functions and for use by employee supervisors for the per- 
formance of their managerial duties. 

2. To provide information to USPS Managment and executive 
personne! for use in selection decisions and evaluation of training 
effectiveness. These records are examined by the Selection Commit- 
tee and Regional Postmasters General. 

3. To compile various lists and mailing lists, ie., Postal Leader, 
Women’s Programs Newsletter, etc. 

4. To support USPS Personnel Programs such as Executive Lead- 
ership, Nonbargaining Position Evaluations, Evaluations of Proba- 
tionary Employees, Merit Evaluations, Membership and Identifica- 
tion Listings, Emergency Locator Listings, Mailing Lists, Women’s 
Programs and analysis of employees in various salary ranges. 
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Use— ae 

1. Retirement Deduction—To transmit to the Civil Service Com- 
mission a roster of all USPS employees under Title 5 USC, Section 
8334, along with a check. 

2. Tax information—To disclose to Federal, State and local gov- 
ernment ‘agencies having taxing authority, pertinent records, relating 
to individual employees, including name, home address, social securi- 
ty number, wages and taxes withheld for other jurisdictions. 

3. Unemployment Compensation Data—To reply to State Unem- 
ployment Offices at the request of separated USPS employees. 

4. Employee Address File—For W-2 tax mailings and Postal mail- 
ing such as Postal Life, Postal Leaders, etc. 

5. Salary payments and allotments to financial organizations—To 
provide pertinent information to organizations receiving s— ary pay- 
ments or allotments as elected by the employee. 

6. FI (SS Tax) Deduction—To SS Administration as record of 
earnings under the SS Act for all casual employees not under retire- 
ment. 

7. Determine eligibility for coverage and payment of benefits under 
the Civil Service Retirement System, the Federal Employees’ Group 
Life Insurance Program and the Federal Employees Health Benefits 
Program and transfer related records as appropriate. 

8. Determine the amount of benefit due under the Civil Service 
Retirement System, the Federal Employees’ Group Life Insurance 
Program and the Federal Employees Health Benefits Program and 
authorizing payment of that amount and transfer related records as 
appropriate. ; 

9. Transfer to Office of Workers’ Compensation Program, Veterans 
Administration Pension Benefits Program, Social Security Old Age, 
Survivor and Disability Insurance and Medicare Programs, military 
retired pay programs, and Federal Civilian employee retirement sys- 
tems other than the Civil Service Retirement System, when requested 
by that program or system or by the individual covered by this 
system of records, for use in determining an individual’s claim for 
benefits under such system. 

10. Transfer earnings information under the Civil Service Retire- 
ment System to the Internal Revenue Service as requested by the 
Internal Revenue Code of 1954, as amended. 

11. Transfer information necessary to support a claim for life 
insurance benefits under the Federal Employees’ Group Life Insur- 
ance, 4 East 24th Street, New York, NY 10010. 

12. Transfer information necessary to support a claim for health 
insurance benefits under the Federal Employees Health Benefits Pro- 
gram to a health insurance carrier or plan participating in the pro- 


13. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature to 
the appropriate agency whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation or order issued pursuant thereto. 

14. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 

rtinent information, such as licenses, if necessary to obtain relevant 
information to an agency decision concerning the hiring or retention 
of an employee, the issuance of a security clearance, the letting of a 
contract, or the issuance of a license, grant or other benefit. 

15. As a data source for management information for production of 
summary descriptive statistics and analytical studies in support of the 
function for which the records ave collected and maintained, or for 
related personnel management functions or manpower studies; may 
also be utilized to respond to general requests for statistical informa- 
tion (without personal identification of individuals) under the Free- 
dom of Information Act or to locate specific individuals for person- 
nel research or other personnel management functions. 

16. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legis!ative coordination 
and clearance process as set forth in that Circular. - 

17. Certain information pertaining to Postal Supervisors may be 
transferred to the National Association of Posta] Supervisors. 

18. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

19. Disclosure may be made from the record of an individual, 
where pertinent, in any legal proceeding to which the Postal Service 
is a party before a court or administrative body. 

20. Pursuant to the National Labor Relations Act, records from 
this system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 


NOTICES 


the collective bargaining representative of postal employees in an 
—— bargaining unit. 

1. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

22. To provide data for the automated Central Personnel Data File 
(CPDF) maintained by the U.S. Civil Service Commission. 

23. Information contained in this system of records may be dis- 
closed to an authorized investigator appointed by the United States 
Civil Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the pe yt emp oy are needed by the invetiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Preprinted forms, magnetic tape, microforms, punched 
cards, computer reports and card forms. 

Retrievability: These records are organized by location, name and 
social security number. 

Safeguards: Records are contained in locked filing cabinets; are 
also protected by computer passwords and tape library physical 
security. 

Retention and Disposal: Records are retained and updated through- 
out employment with the Postal Service. Upon separation records 
become historical data, this data is retained at the local site for two 


years then forwarded to the Federal Records Center nearest the pay 
location. 


System manager(s) and address: APMG, Finance Department, 
Headquarters, APMG, Employee Relations Department. 


Notification procedure: Request for information on this system of 
records should be made to the head of the facility where employed, 
giving full name and social security number. Headquarters employees 
should submit requests to the System Manager. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is furnished by employees, 
supervisors and the Postal Source Data System. 


USPS 050.040 
System mame: Finance Records—Uniform Allowance Program, 
050.040 


System location: Postal facilities employing personnel entitled to 
uniform allowances and the Postal Data Center, St. Louis, MO 63180 


Categories of individuais:s USPS Employees entitled to uniform 
allowances. 


Categories of records in the system: Information maintained in- 
cludes name, social security number, designation code, account bal- 
ance and pay location. 

Authority for maintenance of system: 39 U.S.C. 1206. 


Routine uses of records mainisined in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To fund the 
procurement of uniforms. 

Use— 

i. Certain information may be furnished to a duly licensed uniform 
vendor from whom individual employees have made purchases for 
the purpose of accounting for payments. 

2. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
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properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

7. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information is maintained on preprinted forms, microfilm 
and magnetic tape. 


Retrievability: Systems of records is indexed by social security 
number. 


Safeguards: Forms are kept in file cabinets and magnetic tape and 
microfilm is subject to Computer Center access control. 


Retention and Disposal: a. The Uniform Allowance Payment 
Record Card is destroyed by shredding 90 days after payment. 

b. Pay listing information is retained for 12 years and then de- 
stroyed by shredding or burning. 


System manager(s) and address; APMG, Finance Department, 
Headquarters. 


Notification procedure: Correspond with the head of the facility 
where employed, furnishing name and social security number. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Payroll system and Postmasters have 
input to this system of records. 


USPS 060.010 


System name: Fraud and False Representation Records—Consumer 
Protection Case Records, 060.010 


System location: Consumer Protection Office, Law Department, 
USPS Headquarters. 


Categories of individuals: Respondents in proceedings initiated pur- 
suant to 39 U.S.C. subsection 3005; names of attorneys representing 
parties; assigned Postal Inspectors; and promoter of scheme. 


Categories of records in the system: Describes and provides history 
of the above and identifies interested parties. 


Authority for maintenance of system: 39 USC subsection 3005. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Ready reference 
source for determining status of pending case and identification of 
postal employees most familiar therewith. 

Use— a 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

5. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information in this system is maintained on printed forms. 

Retrievability: Records are maintained by an alphabetic indexing 
by name of respondent. 

Safeguards: Records are maintained in closed filing cabinets under 
general scrutiny by personnel of the Law Department. 

Retention and Disposal: Records in this system are maintained 
indefinitely. 


System manager(s) and address: Assistant General Counsel, Con- 
sumer Protection Office, Law Department, USPS Headquarters. 


Notification procedure: Customers wishing to know whether infor- ’ 
mation about them is maintained in this system of records should 
address inquiries to the above SYSTEM MANAGER. Inquiries 
should contain full name,-name by which respondent in proceeding 
may have been designated; approximate time period in which pro- 
ceedings may have been initiated. 

Record access procedures: See SYSTEM MANAGER above. 

Contesting record procedures: See SYSTEM MANAGER above. 


_ Record source categories: Complaints, correspondence between par- 
ties involved and Postal Inspection Service investigative reports. 


USPS 060.020 


System name: Fraud and False Representation Records—Prohibitory 
Order, 060.020 
System location: Consumer Protection, Law Department, Head- 
quarters, Postal Service Centers, Regional Headquarters, Sectional 
Management Centers. 
Categories of individuals: Persons requesting prohibitory orders, the 
mailers against whom such orders are issued. 


Categories of records in the system: Applications for prohibitory 
orders, the mailing upon which request is predicated, the issued order 
and the registered mail receipt signed by mailer against whom order 
was issued. 

Authority for maintenance of system: 39 USC 3008. 


. Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To process 
request of an order to prohibit pandering advertisement and to deter- 
mine whether violations of orders have occurred. Used by Consumer 
Protection Office and Regional Counsel to investigate violations of 
postal statutes. 

Use— ' 

1. To refer, where there is in indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

4. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information is maintained in letter form, handwritten and 
typed. 


Retrievability: Data may be found by prohibitory order number or 
by name of person requesting order. 


Safeguards: Records are maintained in closed filing cabinets. 
Retention and Disposal: Information is retained indefinitely. 


System manager(s) and address: Assistant General Counsel, Con- 
sumer Protection Office, Law Department, Headquarters. 


Notification procedure: Name and address of person requesting 
prohibitory order should be furnished the SYSTEM MANAGER. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 
Record source categories: Persons requesting prohibitory orders. 


USPS 070.010 
System name: Inquiries and Complaints-—Correspondence Files of the 
Postmaster General, 070.010 

System location: Office of the Postmaster General, USPS Head- 
quarters. : 

Categories of individuals; USPS employees and Postal Service cus- 
tomers who have corresponded with the Office of the Postmaster 
General. 

Categories of records in the system: General postal information. 

Authority for maintenance of system: 39 USC 401. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To maintain 


reference to letters from persons communicating with the Postmaster 
General. 
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Use— 
1. Periodically transferred to custody of National Archives and 
’ Records Service (NARS) for keeping as historical documentation. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

5. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: In original typed, printed, or handwritten form. 


Retrievability: Records are filed by individual’s name, chronologi- 
cally by date and by subject. 

Safeguards: Records are maintained in locked filing cabinets under 
scrutiny of PMG’s secretary and in secured locked storage room 
with limited access. 


Retention and Disposal: Records are maintained indefinitely. 
System manager(s) and address: Postmaster General, Headquarters. 


Notification procedure: Inquiries should be addressed to the 
SYSTEM MANAGER above and should contain full name, date of 
letter, and subject. 


Record access procedures: See SYSTEM MANAGER above. 
Contesting record procedures: See SYSTEM MANAGER above. 


Record source categories: Persons communicating with the Post- 
master General. 


USPS 070.020 


System name: Inquiries and Complaints—Government Officials’ In- 
quiry System, 070.020 


System location: Government Relations Department, USPS Head- 
quarters. 

Categories ef individuals: Employees, former employees, applicants 
for employment, contractors, lessors, and customers who have writ- 
ten to nonpostal government officials, congressmen and other gov- 
ernment officials corresponding with the USPS in behalf of postal 
customers/employees and various individuals to whom Postal Serv- 
ice announcements/greetings. are directed. 


Categories of records in the system: Information stemming from 
correspondence described above, and lists of individuals for an- 
mouncements/ greetings. 

Authority for maintenance of system: 39 U.S.C. 401. 

Routine uses of records maintained in the system, including catego-. 
ries of users and the purposes of such uses: Purpose—To provide 
USPS officials with the means of responding to inquiries from and/or 
for other government officials and to serve as a work load reporting 
system for which a description appears as USPS 170.010. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: In original, typed, printed, or handwritten form and on 
magnetic tape/disk and computer printouts. 


Retrievability: Subject category as derived from correspondence 
and ‘ name of the inquirer. and/or official inquiring in his/her 
behalf. ; 

Safeguards: Records are maintained in closed file cabinets under 
general scrutiny of personnel of Government Relations Department. 


NOTICES 


Computer readable media are maintained in a secured data processing 
facility. 

Retention and Di : Paper records are maintained for four 
years and then destroyed by shredding; magnetic tape/disk records 
are kept for three years and then erased. 


System manager(s) and address: APMG, Government Relations De- 
partment, USPS Headquarters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquiries to the above System manager. Inquiries should contain 
full name, the name of the government official to whom he wrote, 
the nature of his inquiry and the approximate date. 


Record access procedures: See NOTIFICATION PROCEDURE 
above 


Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 


Record source categories: Nonpostal government officials. 
USPS 070,040 


System name: Inquiries and Complaints—Customer Complaint Rec- 
ords, 070.040 


System location: Consumer Advocate, USPS, Regional and Nation- 
al Headquarters, District Offices, Post Offices 


Categories of individuals: USPS customers who have initiated com- 
plaints against the USPS. 


Categories of records in the system: The complainant’s name, ad- 
dress, and nature of the specific complaint, and resolution of same. 


Authority for maintenance of system: 39 U.S.C. 403, 404 


Routine uses of records maintained in the system, including catego-~ 
ries of users and the purposes of such uses: Purpose—To process 
USPS customer complaints regarding mail services. ; 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such ‘violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining respresentative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in file cabinets. 


Retrievability: Complaints are filed chronologically and by name of 
complainant. : 


Safeguards: Records are maintained in closed filing cabinets. 


Retention and Disposal: These records are retained for a period of 
one year after the complaint has been satisfied. 


System manager(s) and address: APMG, Customer Services Depart- 
ment, Headquarters : 


Notification procedure: Customers wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the same facility to which they submitted their 
complaint. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: USPS customers. 


USPS 080.010 


am: a Inspection Requirements Investigative File System 
System location: Chief Postal Inspector, Headquarters; Inspection 
Service Regional Headquarters; Division Headquarters. 
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Categories of individuals: Persons related to investigations, includ- 
ing subjects of investigations, complainants, informants, witnesses, 
etc. : 

Categories of records in the system: Reports of investigations con- 
ducted in criminal, civil, and personnel suitability background mat- 
ters, and information in various forms received from individuals, 
other law enforcement agencies and from the public, including infor- 
mation compiled for the purpose of identifying criminal offenders 
and reports identifiable to individuals. Personal information in this 
system may include fingerprints, handwriting samples, reports of 
confidential informants, physical identifying data, voiceprints, poly- 
graph tests, photographs, and individual personnel and payroll infor- 
mation 

Authority for maintenance of system: 39 U.S.C. 404 


Routine uses of records maintained in the system, including catego- 
ries of users and the puiposes of such uses: Purpose—To provide 
information related to investigation of criminal matters; employee 
and contractor background investigations or other Inspection Service 
activities. Use—A record: maintained in this system of records may 
be disseminated as a routine use of such records as follows: 

1. In any case in which there is an indication of a violation or 
potential violation of law, whether civil, criminal, or regulatory in 
nature, the record in question may be disseminated to the appropriate 
Federal, State, local, or foreign agency charged with the responsibili- 
ty for investigating or prosecuting such violation or charged with 
enforcing or implementing such law; 

2. In the course of investigating the potential or actual violation of 
any law, whether civil, criminal, or regulatory in nature, or during 
the course of a trial or hearing or the preparation for a trial or 
hearing for such violation, a record may be disseminated to a Feder- 
al, State, local or foreign agency, or to an individual or organization, 
if there is reason to believe that such agency, individual or organiza- 
tion possesses information relating to the investigation, trial, or hear- 
ing and the dissemination is reasonably necessary to elicit such infor- 
mation or to obtain the cooperation of a witness or an informant. 
_ 3. A record relating to a case or matter may be disseminated to a 

Federal, State, or local administrative or regulatory proceeding or 

hearing in accordance with the procedures governing such proceed- 
ing or hearing; 

4. A record relating to a case or matter may be disseminated in an 
appropriate Federal, State, local or foreign court or grand jury 
proceeding in accordance with established constitutional, substantive, 
or procedural law or practice; 

5. A record relating to a case or matter may be disseminated to an 

- actual or potential party or his attorney for the purpose of negotia- 
tion or discussion on such matters as settlement of the case or matter, 
plea bargaining, or informal discovery proceedings; 

6. A record relating to a case or matter that has been referred by 
an agency for investigation, prosecution, or enforcement, or that 
involves a case or matter within the jurisdiction of an agency, may 
be disseminated to such agency to notify the agency of the status of 
the case or matter or of any decision or determination that has been 
made, or to make such other inquiries and reports as are necessary 
during the processing of the case or matter; 

7. A record relating to a person held in custody pending or during 
arraignment, trial, sentence, or extradition proceedings, or after con- 
viction of after extradition proceeding; may be disseminated to a 
Federal, State, local or foreign prison, probation, parole, or pardon 
authority, or to any other agency or individual concerned with the 
maintenance, transportation or release of such a person; 

8. A record relating to a case or matter may be disseminated to a 
foreign country pursuant to an international treaty or convention 
entered into and ratified by the United States or to an executive 
agreement; 

9. A record may be disseminated to a Federal, State, local, foreign 
or international law enforcement agency to assist in the general crime 
prevention and detection efforts oi the recipient agency or to provide 
investigative leads to such agency; 

10. A record may be disseminated to a Federal agency, in response 
to its request, in connection with the hiring or retention of an 
employee, the issuance of a security clearance, the reporting of an 
investigation of an employee, the letting of a contract, or the issuance 
of a license, grant or other benefit by the requesting agency, to the 
extent that the information relates to the requesting agency’s decision 
on the matter; 

11. A record from this system may be disclosed to the public, news 
media, trade associations, or organized groups to provide information 
of interest to the public concerning the activities and the accomplish- 
ment of the Postal Service or its employees; 


12. A record may be disseminated to a foreign country, through 
the United States Department of State or directly to the representa- 
tive of such country, to the extent necessary to assist such country in 
apprehending ‘and/or returning a fugitive to a jurisdiction which 
seeks his return. 

13. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

14. Disclosure may be made from the record of an individual, 
where pertinent, in any legal proceeding to which the Postal Service 
is a party before a court or administrative body. 

15. Pursuant to the National Labor Relations Act, records from 
this system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

16. Information contained in this system of records may be dis- 
closed to an authorized investigator appointed by the United States 
Civil Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

17. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

18. To provide members of the American Insurance Association 
Index System with certain information relating to accidents and inju- 
ries. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information is collected on handwritten documents and 
certain investigative material is automated. - 


Retrievability: Information is located by the name of the individual. 


Safeguards: Investigative records are maintained in locked file cabi- 
nets, safes, or secured areas under the scrutiny of Inspection Service 
personnel who have been subjected to security clearance procedures. 
Access is further restricted by computer passwords. 


Retention and Disposal: 1. Case records are maintained for 15 
years. Exceptions may be granted in specific instances for longer 
retention. All case records are destroyed by burning, pulping or 
shredding. 

2. Duplicate copies of investigative memoranda maintained by 
postal officials other than the Inspection Service are retained in 
a with official but not Inspection Service disposition sched- 
ules. 


System manager(s) and address: Chief Postal Inspector, Headquar- 
ters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is contained in this system of records or if they were 
the subject of an investigation should furnish the SYSTEM MAN- 
AGER sufficient identifying information to distinguish them from 
other individuals of like name; identifying data will include name, 
address, type investigation, dates, places and the individuals involve- 
ment. 


Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: Personal interviews, written inquiries, 
and other records concerning persons involved with an investigation, 


whether subjects, applicants, witnesses, references, or custodians of 
record information. 


Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


USPS 080.020 
System name: Inspection Requirements—Mail Cover Program, 
080.020 


System location: USPS Inspection Service National and Regional 
headquarters; Divisional Headquarters 

Categories of individuals: Individuals on whom a mail cover has 
been duly authorized to obtain information in the interest of (1) 
protecting the national security (2) locating a fugitive and (3) obtain- 
ing evidence of the commission or attempted commission of a crime 
which is punishable by imprisonment for a term exceeding one year. 

Categories of records in the system: Names and addresses of indi- 
viduals, inter-office memorandums, and correspondence with other 
agencies. 
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Authority for maintenance of system: 39 U.S.C. 401,404 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To investigate 
the commission or attempted commission of acts constituting a crime 
that is punishable by law. F 

Use— 

1. Information from this system of records may be disclosed to an 
appropriate law enforcement agency, whether Federal, State or local, 
charged by law with the responsibility for investigating, prosecutir.g 
or otherwise acting with respect to protecting the national security, 
locating a fugitive, or obtaining evidence of commission or attempted 
commission of a crime. 

2. A record relating to a case or matter may be disseminated in an 
appropriate Federal, State, local, or foreign court or granJj jury 
proceeding in accordance with established constitutional, subs antive, 
or procedural law or practice. 

3. A record relating to a case or matter may be disseminated to an 
actual or potential party or his attorney for the purpose of negotia- 
tion or discussion on such matters as settlement of the case or matter, 
plea bargaining, or informal discovery proceedings. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in ary legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Original typed documents and/or duplicate copies. 

Retrievability: Subject’s name filed alphabetically by fiscal year. 


Safeguards: Mail cover data is stored in locked cabinets or in a 
safe. Classified mail cover material and any mail cover data which 
involves national security is stored in a safe or in metal file cabinets 
equipped with either steel lockbar hasp and staple, or locking device 
and an approved three or more combination dial-type padlock from 
which the manufacturer’s identification numbers have been obliterat- 
ed. 

Retention and Disposal: Files and records pertaining to mail covers 
are retained for eight years, and older data is destroyed by shredding 
or burning. : 


System manager(s) and address: Chief Inspector, UPSPS Headquar- 
ters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
‘dress inquiries to the above SYSTEM MANAGER. Inquiries should 
contain full name and current address, together with previous ad- 
dresses for past eight years when applicable. 


Record access procedures: See SYSTEM MANAGER above. 
Contesting record procedures: See SYSTEM MANAGER above. 


Record source categories: Correspondence from requesting authori- 
ty and record of action taken upon that request. 


Systems exempted from certain provisions of the Act: Reference 39 
C.F.R. 266.9 for details. 


USPS 080.030 


System name: Inspection Requirements—Vehicular Violations Record 
System, 080.030 


System location: USPS National Headquarters (Procurement and 
Supply Department, Washington, DC 20260; Planning and New De- 
velopment Department, Rockville, MD 20852). inspection Service, 
Special Investigations Division, Washington, DC 20260 and Rock- 
ville, MD 20852. Divsion HEADQUARTERS AT Washington, DC 
20260, Denver, CO 80201; Seattle, WA 98111; Atlanta, GA 30302. 


Categories of individuals: Persons who have been issued courtesy 
violation notices or violation notices by -Security Police Officers. 


Categories of records in the system: Individual violator’s name, 
State operator- permit, State operator permit number, violation cited, 
date of citation, citation number issued, State automobile license tag 
number, dates of court appearances. 

Authority for maintenance of system: 40 U.S.C. 318, annually made 
applicable to the Postal Service by general provisions of the Treasury, 
Postal Service, and General Government Appropriation Act. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 


NOTICES 


USPS management with information necessary for appropriate ad- 
ministrative remedial action. Use— 

1. To provide inférmation to local, State, and Federal enforcement, 
prosecutive and judicial officials. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individuai. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body 

Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. ’ 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: In original, typed, printed or handwritten form. 


Retrievability: Records filed by name or violator in alphabetical 
order and by automobile license tag number. 


Safeguards: Records maintained in limited access Security Force 
Contro! Centers manned 24 hours and in National Headquarters, in 
locked filing cabinets in Procurement and Supply Department and 
Planning and New Development Department under general scrutiniz- 
ing of authorized personnel. 


Retention and Disposal: Records are maintained for two years and 
then destroyed. Some records may be retained longer when required 
for law enforcement investigations or court proceeding. 


System manager(s) and address: Chief Postal Inspector, USPS 
Headquarters. 


Notification procedure: Individuals wishing to know whether infor- 
mation about them is maintained in this system of records should 
furnish name and residence address as follows: 


a. For National Headquarters: Inspector in Charge, Special Investi- 
gations Division, 475 L’Enfant Plaza West, SW, Washington, DC 
20260. : 

b. For the Field: Inspector in Charge, USPS with appropriate field 
division title and address as listed above under “System Location.” 


Record access procedures: See NOTIFICATION above. 


Contesting record procedures: See NOTIFICATION above. 

Record source categories: individual violators, Security Police Offi- 
cers, personnel observation, state motor vehicle registration bureau, 
USPS Personnel Department, supervisory personnel of tenant firms, 
USPS Parking Control Officer, prosecutive and judicial officials; 
motor vehicle operators’ permits, violator’s personal identification 
cards, personnel locator listing and parking applications. 


USPS 090.020 


System name: Non-Mail Services—Passport Application Records, 
090.020 


System location: Eight-hundred (800) Post Offices in all states 
except New Jersey. 


Categories of individuals: Persons applying for passports. 


Categories of records in the system: Name, telephone number, and 
services received. 


Authority for maintenance of system: 39 USC 401, 411, 22 USC 214 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To process the 
application of passports. . 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, local or foreign, — 
charged with the responsibility of investigating or prosecuting such 
violation or charged with enforcing or implementing the stature, or 
rule, regulation, or order issued pursuant thereto. 

2. Records may be transferred to the State Department. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 
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4. Disclosure may be made to congressional office from the record 
of an individual in response to an inquiry from the congressional 
office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on printed forms 
in hard copy. 


Retrievability: By name of applicant. . 
Safeguards: Information in this system of records is maintained in 
file cabinets in the Accounting Unit. 


Retention and Disposal: Information is retained at post offices for 
three months following the close of the quarter in which application 
is made. : 

System manager(s) and address: APMG Delivery Services Depart- 
ment. 


Notification procedure: A customer wishing to know whether infor- 
mation about this is maintained in this system of records should 
address inquiries to the postmaster of the post office where a passport 
application was. made. Inquiries should contain full name and date of 
application. : 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Information in this system of records is 

obtained from the applicant. 
USPS 090.030 
System name: Non-Mail Service—U.S. Savings Bonds Application 
Record, 090.030 

System location: Selected Post Offices throughout the United 
States where the Postal Service is the issuing agent. 

Categories of individuals: Persons applying for U.S. Savings Bonds 
to be issued in the names of natural persons in their own right only. 


Categories of records in the system: Name and address, number of . 


bonds applied for and total amount of purchase. 
Authority for maintenance of system: 39 U.S.C. 401, 411. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses; Purpose—To process 
applications for U.S. Savings Bonds. 

Use— 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal. Service is a 
party before a court or administrative body. 

3. To refer, where there is an indication of a violation or potential 
violator of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, local or foreign 
charged with the responsibility of investigating or prosecuting such 
violation or charged with enforcing or implementing the statute, or 
rule, regulation, or order issued pursuant thereto. 

4. Records may be transferred to the Treasury Department. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on printed forms 
in hard copy. 

Retrievability: By name of applicant. 

Safeguards: Information in this system of records is maintained on 
secure premises in file cabinets. 

Retention and Disposal: Information in this system is maintained for 
two years and then destroyed. 

System manager(s) and address: AMPG, Finance Department. 

Notification procedure: Customers wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the postmaster in whose facility the application 
was filed, inquiries should contain full name and address of customer. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: Information in this system of record is 
obtained form the applicant. 
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‘USPS 100.010 


System name: Office Administration—Carpool Coordination/Parking 
Records System, 100.010 


System location: Procurement and Supply Department, Headquar- 
ters and various field installations. 


Categories of individuals; USPS employees, other building tenants, 


and other individuals who are members of carpools with USPS 
employees. 


_ Categories of records in the system: Applications, letters of viola- 
tions, letters of suspensions, payment data. 


Authority for maintenance of system: 39 U.S.C. 401. 


: Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Provide parking 
and carpooling services to employees. 

Use— 

1. To provide each employee of Headquarters, USPS, who desires 
to join or establish a carpool with the listing of employees who live 
in his/her ZIP Code area. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon request, when that investigator is properly engaged in the 
investigation of a formal complaint of discrimination filed against the 
U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Preprinted forms and magnetic tape/disc. 


Retrievability: Carpool member name and ZIP Code, space or 
license number. 


Safeguards: Folders containing paper documents are maintained in 
locked file cabinets to which only authorized personnel have access. 
Computer equipment is located in secured area, and magnetic tape/ 
disc files are kept in locked steel cabinets. 


Retention and Disposal: All carpool and parking service records 
are retained for a period of six months following termination of 
service. At end of retention period, paper records are destroyed by 
shredding and tape/disc records are erased. 


System manager(s) and address; AMPG, Procurement and Supply 
Department, Headquarters, Executive Manager, PST & DI Centers. 


Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the system manager where employed. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. 

Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 


Record source categories: From carpool and parking service appli- 
cants/users. 


USPS 100.020 


System name: Office Administration—Customer Services Communi- 
cator Letter, 100.020 


System location: Customer Services Department, Headquarters. 


Categories of individuals: Headquarters and Regional Customer Ser- 
vices personnel, District Managers, District Directors of Customer 
Services, Sectional Center Directors of Customer Services, BMC 
General Managers and Customer Engineers, selected postmasters and 
requesters, Customer Services representatives, Sectional Center Man- 
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agers of Retail Sales and Services, Post Office Managers of Customer 
Services. 


Categories of records in the system: Name and home/business ad- 
dress of employees receiving newsletter. 


Authority for maintenance of system: 39 U.S.C. 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To distribute a 
sales and marketing newsletter to Postal Service Customer Services 
employees. 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Addressograph plates, magnetic tape, computer printouts 
and paper forms. 


Retrievability: Name of recipient of communicator letter. 


Safeguards: Addressograph plates and paper forms are kept in 
closed file cabinets accessible only by authorized customer services 
personnel. Magnetic tapes and computer printouts are maintained in a 
secured ADP facility. 


Retention and Disposal: Records are maintained on a year-to-year 
basis subject to reverification each year. At the end of retention 
period, paper records are shredded, computer records are erased, and 
addressograph plants are destroyed. 


System manager(s) and address: Assistant Postmaster General, Cus- 
tomer Services Department, Headquarters. 


Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where they are employed. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. 


Contesting record procedures; See NOTIFICATION PROCE- 
DURE above. 


Record source categories: Information in this system is obtained 
from payroll system and in-house listings of interested readers. 


USPA 110.010 


System name: Personal Property—Management—Accountable Prop- 
erty Records, 110.010 


System location: All USPS Components. 


Categories of individuals: Employees assigned accountable proper- 
ty. 

Categories of records in the system: Records controlling the issu- 
ance of accountable Postal Service property, such as equipment, 
credentials, and controlled documents. 


Authority for maintenance of system: 39 USC 401 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide a 
record of accountable property on hand and to whom it has been 
assigned. 

Use— ; 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate law enforcement agency, whether Federal, state, or 
local, charged with the responsibility of investigating or prosecuting 
such violation or charged with enforcing or implementing the statute, 
or rule, regulation or order issued pursuant thereto. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its requests 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 


NOTICES 


6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information in this system is maintained on printed forms. 


Retrievability: Name of recipient of accountable property and types 
of equipment. 


Safeguards: Physical security. 


Retention and Disposal: As long as individual is charged with 
equipment, records are returned to individual when he is no longer 
accountable. 


System manager(s) and address: (1) Chief Postal Inspector, Head- 
quarter; (2) APMG, Procurement and Supply Department, Head- 
quarters. 


Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system should address inquir- 
ies to the Custodian in the facility where assignment was made. 
Headquarters employees should submit request to the SYSTEM 
MANAGER. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is obtained by the individual 
to whom the record pertains. 


USPS 120.010 


System name: Personal Records—Architect Engineers Selection Rec- 
ords, 120.010 


System location: Real Estate and Buildings Department, USPS 
Headquarters and Postal Regions. 


Categories of individuals: Professional Architect Engineers. 


Categories of records in the system: Information profile on individ- 
ual’s past experience and present qualifications in the field of provid; 
ing architect engineering services. 

Authority for maintenance of system: 39 USC 401 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To facilitate the 
review and assessmant of the qualifications of architect-engineer 
firms which have potential for selection and award of a contract to 
perform architect-engineer services under a designated facility proj- 
ect. 

‘Use— 

1, Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

* 2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Records are maintained on printed forms. 


_ Retrievability: Records are indexed by State, city and name of 
individual or firm. 


Safeguards: Records access is limited to authorized personnel in the 
Department of Real Estate and Buildings. Records are retained in 
filing receptacles in locked quarters and in a secured building facility. 


Retention and Disposal: Architect/Engineer service questionnaires 
are retained for one year and then destroyed by shredding or burn- 
ing. Project forms other than those related to successful awards, are 
retained on an active basis for one year or until the Architect/ 
Engineer project contract is awarded, whichever is later. Project 
forms related to successful awards are retained for five years on an 
active basis and for one additional year on an inactive basis before 
destruction. 


System manager(s) and address; APMG, Real Estate and Building 
Department, USPS Headquarters. 

Notification procedure: Persons desiring information about this 
system of records should address their inquiries to the designated 
SYSTEM MANAGER and provide his name and project title. 


Record access procedures: Se SYSTEM MANAGER above. 
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Contesting record procedures: See SYSTEM MANAGER above. 


Record source categories: Persons and firms interested in being 
considered for the negotation and award of architect-engineering 
service contracts under the Major Facilities Program. 


USPS 120.020 


System name: Personnel Records—Blood Donor Record System, 
120.020 


System location: Health Units at USPS Facilities; District Chapters 
of the American Red Cross. 


Categories of individvals: USPS employees who volunteer to join 
the USPS Biood Donor Program. 

Categories of records in the system: Name, address, pay location 
number, and information as to month they wish to donate blood. 


Authority for maintenance of system: 39 USC 401. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide the 
USPS Blood Donation Program with Blood Bank information so that 
donors can be spread throughout the year in their donation. 

Use— 

1. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on magnetic tape, 
punched cards, preprinted forms and computer printed reports. 

Retrievability: Employee’s name and social security number. 

Safeguards: Maintained in closed file cabinets in secured facilities. 

Retention and Disposal: These records are retained for a period of 
two years and then destroyed by shredding and automatic deletion in 
the case of computer information. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. Head- 
quarters employees should submit requests to the SYSTEM MAN- 
- AGER. Inquiries should contain full name and social security 
number. ~ . 


Record access precedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 
Record source categories: Information is obtained from the individ- 


USPS 120.030 


System name: Personnel Records—Contract Employee Assignment 
Records, 120.030 ; 


System location: Logistics Department, Headquarters; Regional Of- 
fices, Sectional Centers; Bulk Mail Centers, Post Offices. 


Categories of individuals: Persons under contract with the USPS. 


Categories of records in the system: Name and social security 
number. 


Authority for maintenance of system: 39 USC 401. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To ascertain 
employees having an assignment requiring access to mail or postal 
premises under contract with the USPS. 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether. civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
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or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administiative body. 

5. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


. Policies and practices for storing, retrieving, accessing, retaining, and . 
disposing of records in the system: 


Storage: Original typed, printed or handwritten form. 
Retrievability: Name of contract employee. 


: eee Retained in locked file cabinets by Administrative Offi- 
cial. 


Retention and Disposal: Contract records are maintained for the life 
of the contract. Upon expiration of the contract, the records are held 
one year and then destroyed by shredding. 


System manager(s) and address; APMG, Mail Processing Depart- 
ment, Headquarters. 


Notification procedure: Contractors wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the Regional Office where employed. 
Inquiries should contain full name and region where employed. 
Headquarters contractors should submit requests to the SYSTEM 
MANAGER. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is obtained from the contrac- 
tor. 


USPS 120.033 


System name: ‘Personnel Records—Contractor Employee Fingerprint 
Records, 120.033 


System location: Logistics Department, Headquarters; Regional 
Headquarters; Sectional Centers; Buik. Mail Centers, Post Offices. 


‘Categories of individuals: Persons under contract with the USPS. 


Categories of records in the system: Name and social security 
number, fingerprints. 


Authority for maintenance of system: 39 USC 401. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
information to the Contracting Officer with regard to the USPS 
screening procedures if a contractor employee has had a previous 
arrest record. 


Use— 

1. All USPS fingerprint charts are sent to the Federal Bureau of 
Investigations. ; 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the. Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: In original typed, printed or handwritten form. 
Retrievability: Contractor employee name. 


Safeguards: Maintained in locked file cabinets by Administrative 
Officials. 
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Retention and Disposal: Records are kept until employee leaves 
employment of USPS and then destroyed one year later by shred- 
ding. 

System manager(s) and address: APMG, Mail Processing Depart- 
ment, Headquarters 

Notification procedure: Inquiries should be addressed to the Re- 
gional Postmaster General within the region where employed. In- 
quiries should contain full name and social security number. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 
Record source categories: Contractor employed by the USPS. 


USPS 120.035 


System name: Personnel Records—Employee Accident Records, 
120.035 


System location: Safety offices in any USPS facility. 


Categories of individuals: All postal employees that have an acci- 
dent that involves 100 dollars or more damage and/or an occupation- 
al injury or illness. 


Categories of records in the system: Name, address, age, sex and 
type of accident. 


Authority for maintenance of system: Public Laws 91-596 and 94- 
82, Executive Orders 11807. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide data 
for analytical studies. 

Use— 

1. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator. is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

2. To furnish the U.S. Department of Labor with serious accident 
reports, information to reconcile claims filed with the Office of 
Worker’s Compensation, and quarterly and annual summaries of oc- 
cupational injuries and illnesses; and to make information available to 
the Secretary of Labor upon his request. 

3. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation or order issued pursuant thereto. 

4. To a court, party, or counsel for a party, to litigation involving 
accident or to which it is relevant or to persons insurance companies 
or counsel for the foregoing settlement or attempting to settle claims 
involving the accident. 

5. May be disclosed to the Office of Management and Budget in 
connéction with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

6. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 

. when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

7. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

8. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

9. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. : 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on index cards, 
magnetic tape, preprinted forms and computer print-outs. 


Retrievability: Employee name and social security number. 
Safeguards: Maintained in closed file cabinets within secured facili- 
ties. 
_ Retention and Disposal: Records are maintained locally for two 
years. Copies are maintained at National Headquarters for five years 


NOTICES 


following the end of the calendar year to which they relate as 
required by OSHA. 

System manager(s) and address; APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. Head- 
quarters employees should submit requests to the SYSTEM MAN- 
AGER. Inquiries should contain full name, address, finance number 
and social security number. . 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: USPS Accident Reports and OWCP 
claim forms. 


USPS 120.036 


System name: Personnel for Non-Bargaining Unit Employees Rec- 
ene Discipline, Grievance and Appeals Records, 
120.0 

System location: All postal facilities 


Categories of individuals: Records are maintained on non-bargain- 
ing employees in the Postal Service (PS), Postal Management Salary 
(PMS), Post Technical, Adminstrative, and Clerical (PTAC), Postal 
Executive Salary (PES) (except officers) and Non-City Delivery 


. (NCD) who have completed six months of continuous service in the 


U.S. Postal Service or a minimum of twelve months of combined 
service, without break of a work day, in positions in the same line of 
work in the Civil Service and the Postal Service, unless any part of 
such service was pursuant to a temporary appointment in the com- 
petitive service with a definite time limitation. 


Categories of records in the system: Notice to employee of pro- 
posed action, reply to notice, summary of oral reply, employee notice 
of grievance, employee notice of appeal, records of hearing procéed- 
ings, appeal decisions from installation head, region or Headquarters, 
notice of action, investigative reports and related records. 

Authority for maintenance of system: 39 USC 1001 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Provides a 
grievance and appeal procedure for an employee, not subject to the 


» provisions of a collective bargaining agreement, who alleges that his 


rights regarding compensation, benefits, or other terms and condi- 
tions of employment have been adversely affected. Use— 

1. To respond to a request from a member of Congress regarding 
the status of an appeal, complaint or grievance. 

2. To respond to a court’ subpoena and/or refer to a court in 
connection with a civil suit. 

3. To adjudicate an appeal, complaint, or grievance. 

4. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, rule, regula- 
tion or order issued pursuant thereto. 

5. To request information from a Federal, State or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, such as licenses, if necessary to obtain relevant 
information to an agency decision concerning the hiring or retention 
of an employee, the issuance of a security clearance, the letting of a 
contract, or the issuance of a license, grant, or other benefit. 

6. To provide information or disclose to a Federal agency, in 
response to its request, in connection with the hiring or retention of 
an employee, the letting of a contract, or issuance of a license, grant, 
or other benefit by the requesting agency to the extent that the 
information is relevant and necessary to the requesting agency’s deci- 
sion on that matter. 

7. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

8. Records from the employee file will be disclosed to the Federal 
Employees Appeals Authority Office of the Civil Service Commis- 
sion for action on Veterans Preference Appeals. 

9. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 
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‘10. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

11. Disclosure may be made from the record of an individual, 
where pertinent, in any legal proceeding to which the Postal Service 
is a party before a court or administrative body. 

12. Information contained in this system of records may be dis- 
closed to an authorized investigator appointed by the United States 
Civil Service Commission, upon his request, when that investigator is 
property engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on paper in the 
form of letters, forms, notices. In some instances, records of hearing 
proceedings are on magnetic tape. - 

Retrievability: Employee name. 


Safeguards: Records are kept in locked filing cabinets or secured 
record storage rooms and are available only to authorized officials. 


Retention and Disposal: Appeal records are kept for two years after 
close of file. All others are kept one year after close of file. Records 
are destroyed by shredding. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Field employees must submit a written re- 
quest to the head of the field installation where the action was 
initiated. Headquarters employees must submit a written request to 
the System Manager. He may also request permission to listen to or 
record tape recordings of hearings. This must be done in the pres- 
ence of a postal official. He must identify himself to the satisfaction 
of official authorized to approve request. 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 

Record source categories: Employee initialing actions; employee’s 
supervisors, management, complaining customer, law enforcement 
agencies, and others. 


‘USPS 120.038 


System name: Personal Records—Employee Bicentennial Awards 
List, 120.038. 


System location: Customer Services Department, Headquarters. 


Categories of individuals: U.S. Postal Service employees nominated 
for Bicentennial award. 


Categories of records in the system: Employee’s name, work loca- 
tion, supervisor and involvement in the Bicentennial. 


Authority for maintenance of system: 39 USC 403, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To verify 
bicentennial involvement and to notify supervisor. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

4. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Original letters in files. 
Retrievability: Employee name. 


Safeguards: Normal physical security with access limited to those 
members of the Bicentennial Branch. 


Retention and Disposal: Three years, then destroyed by shredding 
or burning. 


System manager(s) and address: APMG, Customer Services Depart- 
ment, Headquarters. 


Notification procedure: Inquiries should be addressed to the 
SYSTEM MANAGER as shown above, providing the employee's 
name and state. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Bicentennial groups and Postal Service © 
employees. 


USPS 120.040 


System name: Personnel Records—Employee Job Bidding Records, 
120.040. 


_ System location: Most departments, facilties and certain contractor 
sites of the Postal Service. 


Categories of individuals: Employees who have made a “Bid for 
Preferred Assignment” with the USPS. 


Categories of records in the system: Knowledge of schemes, vacant 
position characteristics, seniority of the employee, level of the candi- 
date, and craft. 


Authority for maintenance of system: 39 USC 1001, 1206. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide the 
Office of Personnel with fair and impartial information to match 
vacant position to the most qualified candidate. 

Use— 

1. To provide information for official bulletin beards and release to 
various employee organizations. 

2. May be disclosed to the Office cf Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against U.S. Postal Service under 5 CFR 713, and 
the contents of the requested record are needed by the investigator in 
the performance of his duty to investigate a discrimination issue 
involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Records are stored on magnetic tape, punched cards, pre- 
printed forms and computer printed reports. 

Retrievability: This system is indexed by employee name and 
Social Security Number. 


Safeguards: Computer center access control and limitation within 
offices to those employees maintaining the system. 


Retention and Disposal: Computer records are saved two years, 
then automatically deleted. Paper records are kept six months after a 
vacancy is filled, then destroyed. Some records are retained until 
employee separation. 

System manager(s) and address: APMG, Labor Relations Depart- 
ment, Headquarters. 

Notification procedure: The employee should state the position of 
bid and identify himself with name, Social Security Number, closing 
date of the bid notice, and forward this information to the head of 
the facility where employed. Headquarters employees should submit 
requests to the System Manager. 

Record access procedures: See “NOTIFICATION” above. 


Contesting record procedures: See “NOTIFICATION” above. 
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Record source categories: Employee personnel data, scheme knowl- 
edge, qualifications of the job and of the candidate, successful bidders 
notices from vacant duty assignment postings. 


USPS 120.050 
System name: Personnel Records—Employee Suggestion Control, 
120.050 

System location: USPS Headquarters, Regional Headquarters, Post 
Offices, Bulk Mail Centers, Postal Data Centers. 

Categories of individuals: USPS employees. 

Categories of records in the system: Name of employee, employee 
number, employment location, suggestion number, subject, and deci- 
sion. If adopted, estimate of benefits and recognition granted. 

Authority for maintenance of system: Chapter 45 of Title 5, USC. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: P To provide a 
source of data on individual performance. which is often one factor in 
identifying nominees for other individual recognitions including cash 
awards. This information also provides data on the effectiveness of 
the program which is summarized in an Annual Report. 


Use— 

1. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal ‘Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Information in this system is maintained on printed forms 
and on magnetic tape. 

Retrievability: Employee name, region where employed, pay loca- 
tion, and district. 

Sefeguards: This information is maintained in file cabinets in se- 
cured facilities. 

Retention and Disposal: Information in this system is retained for 
two years and then destroyed by shredding and automatic deletions 
for computer tapes. 

System manager(s) and address; APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
contact the head of the facility where employed. Also, employees 
who have appealed decisions or whose suggestions have been adopt- 
ed nationwide should submit requests to the System Manager. Head- 
quarters employees should submit all requests to the System Man- 
ager. 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Information is obtained from the individ- 
ual making the suggestion. 


USPS 120.060 
System name: Personnel Records—Employment and Financial Inter- 
est Records, 120.060 

System location: Law Department, Headquarters, Offices of Asso- 
ciate Ethical Conduct Officers at Headquarters, Regional Headquar- 
ters, and Postal Data Centers. 

Categories of individuals: USPS employees in levels 22 and above 
and Special Employees as determined by criteria established in Ex- 


NOTICES 


ecutive Order 11222 as implemented by Postal Service regulations, 
vix., 39 CFR 447.41 (a). : 


Categories of records in the system: Employee name, title, salary, 
date of appointment to present position; list of organizations in which 
employee has a financial interest, types of indebtedness, interest in 
real property. 

Authority for maintenance of system: Executive Orders 11222 and 
11590. 


- Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To review a 
statement by designated Postal Service officials for possible conflicts 
of interest. 

Use— . ; 

1. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Original preprinted forms. 

Retrievability: Records are filed by name of employee, but orga- 
nized according to organizational components. 

Safeguards: Records are kept in locked safe and access is limited to 
designated Postal Service officials on need-to-know basis. 


Retention and Disposal: Records are maintained for as long as 
employee is subject to reporting requirements and for two years 
thereafter. They are destroyed by shredding. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters. 

Notification procedure: Employees wishing to gain access to infor- 
mation pertaining to them should direct inquiries to the head of the 
facility where employed. Headquarters employees should submit re- 
quests to the SYSTEM MANAGER. Inquiries should contain full 
name and place of employment. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information submitted by individual em- 
ployee on PS Form 2417 and 2418. 


USPS 120.070 


- System name: Personnel Records—General Personnel Folders (Offi- 


cial Personnel folders and records related thereto), 120.070 
System location: Personnel Offices of all. USPS facilities; St. Louis 
Personnel Records Centers, Personnel Service Centers. ; 
Categories of individuals: Present and former USPS employees. 
Categories of records in the system: Applications, resumes, merit 
evaluations, promotion/salary change and other personnel actions, 
letters of commendation, records of disciplinary action, health benefit 


* and life insurance elections and other documents pertaining to preem- 


ployment, prior Federal employment and current service as pre- 
— by the Federal Personnel Manual and related USPS guide- 
ines. 


Authority for maintenance of system: 39 USC 1001, 1005. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Used by admin- 
istrators in Personnel Office and by individual employee supervisors 
to perform routine personnel functions. 

Use— : 

1. To provide information to a prospective employer of a USPS 
employee or former USPS employee. 

2. To provide data for the automated Central Personnel Data File, 
CPDF, maintained by the Civil Service Commission. 

3. To provide statistical reports to Congress, agencies, and the 
public on characteristics of the USPS work force. 
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4. To provide information or disclose to a Federal agency, in 
response to its request, in connection with the hiring or retention of 
an employee, the letting of a contract, or issuance of a license, grant, 
or other benefit to the extent that the information is relevant and 
necessary. 

5. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, relevant to a decision concerning the hiring or 
retention of an employee, the issuance of a security clearance, the 
letting of a contract, or the issuance of a license, grant, or other 
benefit. 

6. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation or order issued pursuant thereto. 

7. To provide data for the compilation of a local seniority list that 
is used by management to make decisions pertaining to appointment 
_ and assignments among craft personnel. The list is posted in local 
facilities where it may be reviewed by USPS employees. 

8. Transfer to the CSC upon retirement of an employee for pro- 
cessing retirement benefits. 

9. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

10. Pursuant to the National Labor Relations Act, records from 
this system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

11. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

12. Disclosure may be made from the record of an individual, 
where pertinent, in any legal proceeding, to which the Postal Service 
is a party before a court or administrative body. 

13. Disclosure of relevant and necessary information pertaining to 
an employee’s participation in health, life insurance and retirement 
programs may be made to the Civil Service Commission and private 
carriers for the provision of related benefits to the participant (also 
see USPS 050.020). 

14. Information contained in this system of records may be dis- 
closed to an authorized investigator appointed by the Civil Service 
Commission, upon his request, when that investigator is properly 
engaged in the investigation of a formal complaint of discrimination 
filed against the U.S. Postal Service under 5 CFR 713, and the 
contents of the requested record are needed by the investigator in the 
performance of his duty to investigate a discrimination issue involved 
in the complaint. 

15. Inactive folders are transferred to the GSA National Personnel 
Records Center for storage. 

16. Information pertaining to an employee who is retired military 
officer will be furnished to the appropriate service finance center as 
required under the provisions of the Dual Compensation Act. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Paper files, preprinted forms, Official Personnel Folders, 
magnetic tape and other computer storage devices. 


Retrievability: Employee name and location of employment and 
social security number. 


Safeguards: Folders are maintained in locked cabinets to which 
only authorized personnel have access and are also protected by 
computer passwords and tape or disc library physical security. 


Retention and Disposal: (1) Official Personnel Folder (OPF) Rec- 
ords considered to be permanent are maintained until employee is 
separated, and then are sent to the National Personnel Records 
Center, St. Louis, for storage, or to another Federal agency to which 
the individual transfers employment. Most records considered to be 
temporary are destroyed one year after creation. (2) Records Related 
Thereto—Refer to official Postal Service disposition schedules. 


System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 


‘Notification procedure: Employees wishing to gain access to their 
Official Personnel folders should inquire to the facility head where 
employed. Headquarters employees should submit requests to the 
System Manager. Former Employees should submit request to any 
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Postal Service personnel officer, giving name, date of birth and social 
security number. 


a access procedures: See NOTIFICATION PROCEDURE 
above. 


Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. : 
Record source categories: Individual employee, personal references, 


former employers and USPS 050.020 (Finance Records—Payroll 
System). 


USPS 120.080 


System name: Personnel Records—Master Minority File Records, 
120.080. 


System location: Employee Relations Department, Headquarters 
and Postal Data Centers. 


Categories of individuals: All USPS employees. 


Categories of records in the system: Consists of the Minority Desig- 
nation Code and social security number of USPS employees. 

Authority for maintenance of system: 42 U.S.C. 2000e-16, Executive 
Orders 11478 and 11590. 

4 Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide the 
USPS Office of Equal Employment Opportunity with minority statis- 
tics as required. 

1. Disclosure may be made to the Civil Service Commission for the 
oversight and enforcement of Federal EEO regulations. 

2. Information contained in this system fo records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Magnetic tapes: 

Retrievability: Employees social security number. 

Safeguards: Computer Password security, physical security, special- 
ized access instructions. 

Retention and Disposal: Computer records are retained for two 
years. 

System manager(s) and address; APMG, Employee Relations De- 
partment. 


Notification procedure: Employees wishing to know whether a 
minority code is maintained for them, should address inquiries to the 
SYSTEM MANAGER. Inquiries should contain full name and social 
security number. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is obtained from the employ- 
ee. 


USPS 120.090 
System name: Personnel Records—Medical Records, 120.090. 


System location: Postal Service medical facilities, control points 
and designee offices. 


Categories of individuals; USPS employees present and former. 


Categories of records in the system: Name, address, and pertinent 
medical information, i.e., history, findings, diagnosis, and treatment. 


Authority for maintenance of system: 39 U.S.C. 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
employees with necessary health care and to determine fitness for 
duty. 

Use— 

1. Information in these records may be provided to the Civil 
Service Commission in making the following determinations related 
to: 

a. Veterans Preference. 

b. Disability Retirement. 

c. Benefit Entitlement. 

2. Information in these records may be provided to officials of 
other Federal agencies responsible for other Federal benefit pro- 
grams administered by: 
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a. Office of Workers’ Compensation Programs. 

b. Retired Military Pay Centers. 

c. Veterans Administration. 

d. Social Security Administration 

e. Specific private contractors engaged in providing benefits under 
Federal contracts. ; 

3. Information in these records is used or a record may also be 
used: 

a. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation or order issued pursuant thereto. 

b. To request information from a Federal, State, or local agency, 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, such as licenses, if necessary to obtain relevant 
information to an agency decision concerning the hiring or retention 
of an employee, the issuance of a security clearance, the letting of a 
contract, or the issuance of a license, grant or other benefit. 

c. To provide information or disclose to a Federal agency, in 
response to its request, in connection with the hiring or retention of 
an employee, the letting of a contract, or issuance of a license grant, 
or other benefit by the requesting agency to the extent that the 
information is relevant and necessary to the requesting agency’s deci- 
sion on that matter. 

d. Used as a record in line of duty injury cases and referred to 
Public Health Services, HEW. 

4. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargining representative of postal employees in an 
appropriate bargaining unit. 

6. Disclosure may be made to a congressional office from the 
record of an individual in response to an injury from that congres- 
sional office made at the request of that individual. 

7. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

8. Records in this system may be disclosed to a private physician 
or other medical personnel retained by the Postal Service to provide 
medical services in connection with an employee’s health or physical 
condition which is related to his or her employment. 

9. May be disclosed to an outside medical service when that 
organization performs the physical examinations and submits the 
evaluation to the Postal Service pursuant to a contract with the 
USPS as part of an established Postal Service health program; for the 
purpose of determining a postal employee’s fitness for duty. 

10. Information contained in this system of records may be dis- 
closed to an authorized investigator appointed by the Civil Service 
Commission, upon his request, when that investigator is properly 
engaged in the investigation of a formal complaint of discrimination 
filed against the U.S. Postal Service under 5 CFR 713, and the 
contents of the requested record are needed by the investigator in the 
performance of his duty to investigate a discrimination issue involved 
in the complaint. 

11. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Preprinted forms and paper files. 

Retrievability: Records are retrieved by employee name. 

Safeguards: Maintained in locked files. 


Retention and Disposal: Records are destroyed by the 6th year 
after employee leaves the USPS. All records are shredded after six 
years. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: An employee wishing to know whether 
information about him is maintained in this system of records should 
address inquiries to the head of the facility where employed. Head- 
quarters employees should submit requests to. the System manager. 
Inquiries should contain full name. 

Record access procedures: See Notification procedure above. 


Contesting record procedures: See Notification procedure above. 


NOTICES 


Record source categories: USPS employees and medical staff. 


USPS 120.098 


System name: Personnel Records—Office of Workers’ Compensation 
Program (OWCP) Record Copies, 120.098. 


System location: All postal facilities. 

Categories of individuals: Postal employees who have voluntarily 
filed for injury compensation. 

Categories of records in the system: Copies of Department of Labor 
forms consisting of claims and supporting information; Postal Service 


forms and correspondence related to the claim. 


Authority for maintenance of system: 39 U.S.C. 1005. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide injury compensation to qualifying employees and 
to maintain a record of the events as a basis for managerial decisions. 

Use— 

1. To provide information to the Department of Labor for the 
purpose of determining whether a claimant qualifies for compensa- 
tion and to what extent qualification applies. 

2. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that circular. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court of administrative body. ; 

6. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether international, Federal, State or 
local, charged with the responsibility of investigating or prosecuting 
such violation or charged with enforcing or implementing the statute, 
rule, regulation or order issued pursuant thereto. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Printed forms and correspondence. 

Retrievability: Records are retrieved alphabetically by name. 


Safeguards: Maintained in locked filing cabinets within the exclu- 
sive custody of the injury compensation control point. 

Retention and Disposal: Records are destroyed two years after the 
employee has left the Postal Service. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. -Head- 
quarters employees should submit requests to the System manager. 

Record access procedures: See Notification procedure above. (Note: 
The original case file is maintained by OWCP and must be requested 
from that organization as provided for under department of Labor 
Privacy Act System DOL/ESA—14.) 

Contesting record procedures: The contents of OWCP records may 
be contested only by contacting OWCP as provided for under the 
Department of Labor Privacy Act System DOL/ESA—14. 

Record source categories: Information is obtained from the claim- 
ant, the supervisor, witnesses, physicians, and Department of Labor. 


USPS 120.100 


System name: Personnel Records—Performance Awards System Rec- 
ords, 120.100 

System location: Headquarters Personnel Division and Inspection 
Service, and Inspection Service Regional and Divisional Offices; 
District Offices; Post Offices; Bulk Mail Centers; Postal Data Cen- 
ters. : 

Categories of individuals: USPS employees. 

Categories of records in the system: Name of employee, employee 
number, pay location, basis for award and award granted. 

Authority for maintenance of system: Chapter 45 of Title 39, USC 
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Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To control and 
measure the effectiveness of the Cash Awards Program. 

Use— 

1. Information is summarized and furnished to the -Civil Service 
Commission annually, to be included in the CSC report on incentive 
awards to the president. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. é 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. ¢ 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Magnetic tape and printed forms. 

Retrievability: Employee name, region where employed, pay loca- 
tion and district. 

Safeguards: Physical security. 

Retention and Disposal: Records are maintained for four years and 
then destroyed by shredding. 


System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. Head- 
quarters employees should submit requests to the SYSTEM MAN- 
AGER. Inquiries should contain full name, and pay location. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Information is obtained in summary prin- 
touts supplied to each region by Postal Data Centers. 


USPS 120.110 


System name: Personne! Records—Preemployment Investigation Rec- 
ords, 120.110 

System location: Post Offices/Facilities; Regional and National 
Headquarters. % 

Categories of individuals: Postal Employees and applicants for em- 
ployment. 

Categories of records in the system: Replies from character refer- 
ences, former employers and local police records; drug history rec- 
ords and other investigative reports used to determine suitability for 
employment. Other records filed with these are: Civil Service Com- 
mission records (privacy system—CSC/GOVT-4) compiled through 
a National Agency Check and Inquiry (NACI) and forwarded to the 
USPS for assistance in making a hiring decision. 

Authority for maintenance of system: 39 USC 410(b), 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses; Purpose—To determine 
suitability for employment. 

Use— 

1. To any agency from which information is requested in the 
course of an investigation, to the extent necessary to identify the 
individual, inform the source of the nature and purpose of the investi- 
gation, and to identify the type of information requested. 

2. In 
violation of the law, whether civil, criminal, or regulatory in nature, 
and whether arising by statute, or by regulation, rule or order issued 
pursuant thereto the relevant records in the system of records may be 


the event of an indication of any violation or potential - 
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referred, as a routine use, to the appropriate agency, whether Feder- 
al, State, local or foreign, charged with the responsibility of investi- 
gating or prosecuting such violation or charge with enforcing or 
implementing the statute, or rule, regulation or order issued pursuant 
thereto; such referral shall also include, and be deemed to authorize 
(1) any and ali appropriate and necessary uses of such records in a 
court of law and before an administrative board or hearing, including 
referrals related to probation and parole matters, and (2) such other 
interagency referrals as may be necessary to carry out the receiving 
agency’s assigned law enforcement duties. 

3. To a Federal agency, in response to its request, in connection 
with the letting of a contract, or the issuance of a license, grant, or 
other benefit by the requesting agency, to the extent that the infor- 
mation is relevant and necessary to the requesting agency’s decision 
on matters. 

4. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

5. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

6. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

7. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

8. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Information is maintained on preprinted forms and corre- 
spondence. 


Retrievability: Information is indexed alphabetically by name. 


Safeguards: Information is stored in locked file cabinets accessible 
to those with an appropriate security clearance. 


Retention and Disposal: a. If an applicant is found unsuitable for 
employment, or if an employee is found unsuitable after he has begun 
work, all local investigative records which support the decision of 
unsuitability will be retined for a period of two years from the date 
action was taken to deny or terminate employment. b. If an employee 
is initially found suitable for employment as a result of a local 
investigation, and is ultimately retained upon receipt of the NACI 
report from the Civil Service Commission, the local investigative 
reports will be retained for a period of two years from the date the 
employee is initially found suitable for employment. c. CSC NACI 
reports are retained in the same fashion as local investigative records. 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Apply to the head of the postal facility 
where employed giving name. Headquarters employees should 
submit requests to the System Manager. 

Record access procedures: a. Local Investigative records—Apply to 
the head of the postal facility where employed. Headquarters em- 
ployees should submit requests to the System manager. b. CSC NACI 
reports—Apply to the Civil Service Commission as instructed by © 
privacy system CSC/GOVT-4. : 

Contesting record procedures: See Record access procedures above. 

Record source categories: Information is obtained primarily from 
local police records, former employers, and character reference. 


Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


USPS 120.120 
System name: Personnel—Personnel Research and Test Validation 
Records, 120.120 
System location: USPS National Test Administration Center, Los 
Angeles, CA; USP National and Regional Hedquarters; Bulk Mail 
Centers; District Offices; and the Oklahoma City Computer Center. 
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Categories of individuals: Applicants for postal employment and 
USPS employee applicants for reassignment and/or promotion. | 


Categories of records in the system: Computer scannable informa- 
tion and the applicants’ answers to the test questions. 


Authority for maintenance of system: 39 USC 401, 1001 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
verification of the applicants’ test score. 

Use— 

1. Data are collected on a project by project basis and are used for 
the construction, analysis, and validation of written tests; for research 
on personnel measurement and selection methods and techniques and 
research on personnel management practices such as performance 
evaluation or productivity. Routine use includes the exchange of 
personnel records between the Civil Service Commission and the 
Postal Service for personnel research pu and the use of person- 
nel identifier such as employee name to identify employees included 
in research studies that extend over a period of time (longitudinal 
studies). No personnel decisions are made in the use of these research 
records. Many data are collected under conditions assuring their 
confidentiality. This confidentiality will be protected. Personnal in- 
formation in this system of records is used by the personnel research 
staff in the Civil Service Commission or the U.S. Postal Service. 

2. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, or 
order issued pursuant thereto. 

3. To request information from a Federal, State or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, such as licenses, if necessary to obtain relevant 
information to an agency decision concerning the hiring or retention 
of an employee, the issuance of a security clearance, the letting of a 
contract, or the issuance of a license, grant or other benefit. 

4. To provide information or disclose to a Federal agency, in 
response to its request, in connection with the hiring or retention of 
an employee, the letting of a contract, or issuance of a license, grant, 
or other benefit by the requesting agency to the extent that the 
information is relevant and necessary to the requesting agency’s deci- 
sion on that matter. ° . : 

5. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

6. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

7. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

8. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

9. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Answer sheets in handwritten form. 

Retrievability: This system of records is indexed by employee 
name, batch number or employee’s date of examination and examina- 
tion center administering the examination. 

Safeguards: These records are maintained in closed file cabinets in 
a secured facility. 


Retention and Dis 


posal: These records are maintained for six 
months and then destroyed by shredding 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters 

Notification procedure: Persons wishing to know whether this 
system or records contains information on them should address in- 


NOTICES 


quiries to the head of the Test Administration Center where they 
were examined. Headquarters employees should submit requests to 
the System Manager. Inquiries should contain full name, social secu- 
rity number, date of examination, examination number, and place of 
participation in the examination. 
Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 
Record source categories: Applicants’ test answers. 


Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


USPS 120.130 


System name: Personnel Records—Postmaster Selection Program 
Records, 120.130 


System location: USPS Headquarters; Regional Headquarters. 

Categories of individuals: USPS employees desiring to be consid- 
ered for promotion to Postmaster position. 

Categories of records in the system: Name, address, date of birth, 
social security number, education summary, postal background, other 
employment experience, Postal Inspector’s Investigative Memoran- 
dum, and other pertinent personal information. 


Authority for maintenance of system: 39 USC 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
Regional Management Selection Board and the National Manage- 
ment Selection Board with fair and impartial information to match 
requirements for Postmaster position to the best qualified candidate. 

Use— 

1. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

5. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 
Storage: Printed, typed or handwritten forms. 


Retrievability: Applicant’s name and post office for which applica- 
tion was made. 

Safeguards: Locked file cabinets in a secured facility. 

Retention and Disposal: Records for positions Z4 and above are 
maintained at National Headquarters for two years. All records are 
maintained at Regional Headquarters for five years. Records are 
destroyed by shredding or burning. 

System manager(s) and address: SAPMG, employee and Labor Re- 
lations Group, Headquarters. 

Notification procedure: Employees wishing to know whether this 
system of records contains information on them should address in- 
quiries to the Regional Postmaster General of the region in which 
the application was made. Inquiries should contain full name, the 
postal facility to which application was made, title and place of 
employment. 

Record access procedures: See Notification procedure above. 

Contesting record procedures: See. Notification procedure above. 


Record source categories: Information is obtained from the employ- 
ee, postal background personnel data, and from forms completed by 
the employee. 


Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 
USPS 120.140 


System name: Personnel Records—Program for Alcoholic Recovery 
(PAR), 120.140 


System location: PAR offices. 
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Categories of individuals: USPS employees who volunteer for the 
Program. 


Categories of records in the system: Number of counseling contacts 
and leave usage while participating in the Program, name and per- 
sonal information necessary to assist employees in a Program of 
recovery. 

Authority for maintenance of system: 39 USC 401 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
Counselors with information to maintain caseload and follow-up 
counseling of individuals under the Program. Used as a management 
data source for statistical reporting on the Program _ 

Use—None 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Printed forms and paper files. 
Retrievability: Employee name and case number. 


Safeguards: These confidential files are maintained in locked file 
cabinets with limited access to PAR personnel and in secured facili- 
ties. 

Retention and Disposal: 1. Case card is destroyed six years follow- 
‘ing close of case. 2. Correspondence and reports are destroyed after 
three years (field) or ten years (headquarters). 3. Historical case 
records card is destroyed six years after close of case file. 4. Case 
files are destroyed three years after recovery or one year after 
participant terminates enrollment. All records are destroyed by 
shredding. : 

System manager(s) and address: APMG, Employee Relations Dept., 
Headquarters. 

Notification procedure: Employees pein in the Program 
should address inquiries to the head of the facility where participat- 
ing in the Program. Inquiries should contain employees name and 


location of employment. Headquarters employees should submit re-_ 


quests to the SYSTEM MANAGER. ; 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: The participating employee, PAR coun- 
selor and the referring source. 


USPS 120.151 


System name: Personnel Records—Recruiting, Examining and Ap- 
pointment Records, 120.151 


System location: U.S. Postal Service personnel offices and/or other 
offices within Postal Service facilities authorized to engage in recruit- 
ing or examining activities or make appointments to positions. 

Categories of individuals: Job applicants. 


Categories of records in the system: Personal and professional re- 
sumes, personal applications, test scores, academic transcripts, letters 
of recommentation and registers of eligibles. 


Authority for maintenance of system: 39 U.S.C. 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
managers and personnel officials information in recruiting and recom- 
mending appointment of qualified persons. : 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local charged 

- with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation or order issued pursuant thereto. 

2. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, relevant to a decision concerning the hiring or 
retention of an employee, the issuance of a security clearance, the 
letting of a contract, or the issuance of a license, grant or other 
benefit. 

3. Disclosure may be made to a Federal agency in connection with 
the hiring or retention of an employee, the letting of a contract or 
issuance of a license, grant or other benefit to the extent that the 
information is relevant and necessary to the agency’s decision on that 
matter. 

4. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 
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5. Pursuant to the National Labor Relations Act, records from this 


‘system may be furnished to a labor organization upon its request 


when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

6. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

7. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Servite is a 


Party before a court or administrative body. 


8. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issued involved in the complaint. 

9. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper files, index cards, magnetic tape, punched cards, 
preprinted forms and computer printed reports. 

Retrievability: Job applicant name and/or social security number. 

Safeguards: Paper records are maintained in closed filing cabinets 
under scrutiny of designated managers. Computer records are main- 
tained in secured facilities. 

Retention and Disposal: Records are retained for period of useful- 
ness which varies by type of record and ranges from one day to 10 
years. Retention periods for individual record types may be found in 
official USPS records retention schedules. At the end of period of 
usefulness, records are destroyed with the exception of lists of eligi- 
bles and examination cards which are transferred to the National 
Personnel Records Center, St. Louis, Mo. Certain records of exami- 
nation are maintained as part of USPS 120.120, Personnel Records— 
Personnel Research and Test Validation Records. 

System manager(s) and address; APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Persons wishing to know whether informa- 
tion is contained on them in this system of records should address 
inquiries to the head of the facility to which job application was 
made. Inquiries should contain full name, social security number, and 
2 applicable, approximate date of application submitted and resi- 

ence. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. : 

Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 

Record source categories: Individual, school officials, former em- 
ployers, supervisors, named references. 

Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


AUSPS 120.152 

System name: Personnel Records—Career Development and Training 
Records, 120.152 

System location: Postal Education and Development Centers 
(PEDCs) and other facilities within the Postal Service where career 
development and training activities are conducted or authorized. 
Categories of individuals: Current and former postal employees. 
Categories of records in the system: Career development records 
and applications for and records of postal and non-postal training. 
Also contains examination and skills bank records, including records 
of special qualifications, skills or knowledge; career goals; education 

and work histories or summaries. 


Authority for maintenance of system: 39 U.S.C. 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
managers and supervisors with decisionmaking information to em- 
ployee career development, training and assignment. 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
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or charged with enforcing or ngtonnnting the statute, or rule, 
regulation or order issued pursuant thereto. 

2. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, relevant to a decision concerning the hiring or 
retention of an employee, the issuance of a security clearance, the 
— of a contract, or the issuance of a license, grant or other 
benefit. 

3. Disclosure may be made to a Federal agency, in connection 
with the hiring or retention of an employee, the letting of a contract 
or issuance of a license, grant, or other benefit to the extent that the 
information is relevant and necessary to the agency’s decision on that 
matter. 

4. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

6. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

7. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

8. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 
properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

9. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper files, index cards, magnetic tape, punched cards, 
preprinted forms and computer printed reports. 

Retrievability: Employee name and social security number. 

Safeguards: Paper records are maintained in closed filing cabinets 
under scrutiny of designated managers. Computer records are main- 
tained in secured facilities. 

Retention and Disposal: Records are retained for a period of useful- 
ness which varies by type of record and ranges from one to 10 years. 
Retention periods for individual record types may be found in official 
USPS records retention schedules. At the end of period of usefulness, 
records are destroyed. Certain records of examinations are main- 
tained as part of USPS 120.120, Personnel Records—Personnel Re- 
search and Test Validation Records. ; 

System manager(s) and address: APMG, Employee Relations De- 
partment, Headquarters. 

Notification procedure: Current and former field employees wishing 
to know whether information is contained on them in this system of 
records should address inquiries to the head of the appropriate em- 
ployment facility. Headquarters employees should submit requests to 
the System Manager. Inquiries should contain full name and social 
security number. 

Record access procedures: See NOTIFICATION PROCEDURE 
above. 

Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 

Record source categories: Information is obtained from the subject, 
subject’s employment records and his/her supervisor. 

Systems exempted from certain provisions of the Act: Reference 39 
CFR 266.9 for details. 


USPS 120.153 


System name: Personnel Records—Individual Performance Evalua- 
tion/Measurement, 120.153. 


System location: U.S. Postal Service facilities where individual 
performance evaluation/measurement activities are conducted. 
Categories of individuals: Current and former postal employees. 


Categories of records in the system: Individual performance evalua- 
tion and measurement records. 


NOTICES 


Authority for maintenance of system: 39 USC 401, 1001. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide 
managers and supervisors with decision making information for train- 
ing needs, promotion and assignment considerations, or other em- 
ployee/job related ‘actions. 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State, local or foreign, 
charged with the responsibility of investigating or prosecuting such 
violation or charged with enforcing or implementing the statute, or 
rule, regulation or order issued pursuant thereto. 

_2. To request information from a Federal, State, or local agency 
maintaining civil, criminal, or other relevant enforcement or other 
pertinent information, relevant to a decision concerning the hiring or 
retention of an employee, the issuance of a security clearance, the 
letting of a contract, or the issuance of a license, grant or other 
benefit. 

3. Disclosure may be made to a Federal agency in connection with 
the hiring or retention of an employee, the letting of a contract or 
issuance of a license, grant or other benefit to the extent that the 
information is relevant and necessary to the agency’s decision on that 
matter. 

4. May be disclosed to the Office of Management and Budget. in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 

5. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective: bargaining representative of postal employees in an 
appropriate bargaining unit. 

6. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

7. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

8. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 
Service Commission, upon his request, when that investigator is 


properly engaged in the investigation of a formal complaint of dis- 
crimination filed ae the U.S. Postal Service under 5 CFR 713, 


and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

9. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. ; : 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper filed, index cards, magnetic tape, punched cards, 
preprinted forms and computer printed reports. 

Retrievability: Employee name and social security number. 

Safeguards: Paper records are maintained in closed filing cabinets 
under scrutiny of designated managers. Computer records are manin- 
tained in secured facilities. : 

Retention and Disposal: Records are retained for period of useful- 
ness which varies by type of record and ranges from one to 10 years. 
Retention periods for individual record types may be found in official 
USPS records retention schedules. PES Merit Evaluation forms are 
physically manintained on the left side of the Official Personnel 
Folder (USPS 120.070) for a period of two years. At the end of the 
period of usefulness, records are destroyed. 


System manager(s) and address: Assistant Postmaster General 
having jurisdiction over the functional or administrative area which 
eaten the particular performance evaluation/measurement proce- 

ure. 


Notification procedure: Current and former field employees wishing 
to know whether information is maintained on them in this system of 
records should address inquiries to the head of the appropriate em- 
ployment facility. Headquarters employees should submit requests to 
the System Manager. Inquiries should contain full name and social 
security number. ; 


pRecord access procedures: See NOTIFICATION PROCEDURE 
ve. 


Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 
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Record source categories: Information is obtained from the subject, 
subject’s employment records and his/her supervisor, or program 
director. 


USPS 120.170 


System name: Personnel Records—Safe Driver Award Records, 
120.170 


System lecation: Motor Vehicle Offices of Postal Facilities. 


Categories of individuals: USPS employees who are full-time driv- 
ers of postal vehicles. : 


Categories of records in the system: Contains employees’ name, 
yearly Safe Driver Awards and record of any accidents in which 
employee is involved. 


Authority for maintenance of system: 39 U.S.C. 401. 


Routine uses of records maintained in the system, including categor- 
ies of users and the purposes of such uses: Purpose—To provide 
information for awarding Safe Driver Awards. 

Use— 

1. To furnish information to the National Safety Council for award 
purposes. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. . 

_ . 3. Pursuant to the National Labor Relation Act, records from this 

system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

4. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court of administrative body. - 

6. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

Policies and practices for storing, retrieving, accessing, tetaining, and 
disposing of records in the system: 

Storage: Records are maintained on index cards. 

Retrievability: Filed alphabetically by name of employee. 

Safeguards: Kept in closed file cabinet with limited access. 


Retention and Disposal: Maintained on each full-time driver until 
he retires, or otherwise separates from full-time driving, and then 
destroyed by shredding. 

System manager(s) and address; APMG, Employee Relations De- 
partment, Headquarters 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. Head- 
quarters employees should submit the request to the SYSTEM 
MANAGER. Inquiries should contain full name. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: Information is obtained from the driver 
and from USPS accident reports. 


USPS 120.190 
System name: Personnel Records—Supervisors Personnel Records, 
120.190 


System location: Any Postal facility. 

Categories of individuals; USPS Employees. 

Categories of records in the system: Records consist of summaries 
or excerpts from the following other USPS personnel systems: 
120.036, 120.070, 120.150, 120.180, 120.210; as well as records of 
discipline. In addition, copies of other Postal Service records and 
records originated by the supervisor may be included at the supervi- 
sor’s discretion. 


Authority for maintenance of system: 39 USC 401, 1001. 
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Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To enable 
supervisors to efficiently manage assigned personnel. z 

Use— 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry. from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

3. Disclosure of records of discipline may be further made to a 
labor organization pursuant to the National Labor Relations Act 
upon its request when needed by that organization to perform prop- 
erly its duties as the collective bargaining representative of postal 
employees in an appropriate bargaining unit. 

4. Records of discipline may become part of USPS 120.070 and 
would therefore be subject to disclosure under the routine uses of 
that system of records. 

5. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper files, index cards, magnetic tape and disk, computer 
printouts. 


Retrievability: Indexed by employee name. 


Safeguards: Paper documents/index cards are locked in supervi- 
sor’s desk or filing cabinets. Computer readable media are maintained 
in secured data processing facilities. 


Retention and Disposal: 1. Except for those records of discipline 
described in subparagraphs 2, 3, and 4 below, supervisor’s personnel 
records may be retained for the duration of the supervisor-employee 
working relationship. Upon separation of an employee from the 


‘ Postal Service, the entire file pertaining to that employee is de- 


stroyed by burning or shredding within 30 days. 

2. Counseling Records shall be destroyed after one year if there 
has been no disciplinary action initiated against the employee during 
that period. 

3. Letters of Warning shall be destroyed after two years if there 
has been no disciplinary action initiated against the employee during 
that period. 

4. A record of counseling, a letter of warning, or other disciplinary 
record, which has been relied upon in a subsequent suspension or 
discharge, will be retained in this system in accord with subpara- 
graphs 1 through 3 above. Such records also will be permanently 
filed in USPS 120.070, if the subsequent suspension or dicharge 
ultimately is sustained or modified in a manner requiring the prepara- 
tion of a Form 50. 


System manager(s) and address; APMG, Employee Relations De- 
partment, Headquarters. 


Notification procedure: Employees wishing to know whether this 
system of records contains information on them should address in- 
quiries to the head of the facility where employed. Headquarters 
employees should submit requests to the System Manager. 


Record access procedures: See Notification procedure above. 
Contesting record procedures: See Notification procedure above. 
Record source categories: Other personnel records systems, supervi- 
sor notes, employees, postal customers. 
USPS 120.210 


System name: Personnel Records—Vehicle Maintenance Personnel 
and Operators Records, 120.210 


System location: Vehicle Service Operations at Post Offices, Sec- 
tional Centers, District Offices, Regional Offices, Headquarters, Bulk 
Mail Centers, Postal Data Centers and Automatic Data Processing 
Centers. : 


Categories of individuals: USPS employees. 

Categories of records in the system: Employee workload, work 
schedule, performance analysis and work habits. Employee name, 
age, length of service, physical condition, vehicle accidents, driving 
citations, safety awards records, driver license revocation and suspen- 
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sion, driving habits, vehicle training, results of driving tests, qualifica- 
tions to drive vehicles. 


Authority for maintenance of system: 39 U.S.C. 401. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To provide local 
post office managers, supervisors and Director of Fleet Management 
Operations with information to adjust workload, change schedules, 
change type equipment operated, lists of equipment assigned to em- 
ployee, and used as a basis for corrective action or safe driving 
awards. 

Use— 

1. To provide GSA and USPS driver credentials. A 

2. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, rule, regula- 
tion or order issued pursuant thereto. 

3. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any state of the legislative coordination 
and clearance process as set forth in that Circular. 

4. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. : 

5. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

6. Disclosure may be made from the record of an individual, where 
pertinert, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. : 

7. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the United States Civil 


Service Commission, upon his request, when that investigator is ° 


properly engaged in the investigation of a formal complaint of dis- 
crimination filed against the U.S. Postal Service under 5 CFR 713, 
and the contents of the requested record are needed by the investiga- 
tor in the performance of his duty to investigate a discrimination 
issue involved in the complaint. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Printed forms, and computer tapes. 

Retrievability: Employee name, vehicle number, route number, 
work order number and facility name. 


Safeguards: Records are maintained in closed file cabinets in se- 
cured facilities. ; 


Retention and Disposal: a. Records pertaining to postal-owned ve- 
hicle driver’s individual testing and driver’s records are retained for 
three years after separation of the employee and destroyed by shred- 
ding. 

b. Accident reports are retained for three years and destroyed by 
shredding. 

c. Inspection reports are retained for two years after the date of 
the report and destroyed by shredding. 

d. Other records are retained as long as the individual is employed 
as a vehicle operator, held for one year from the date of reassign- 
ment and destroyed by shredding. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment, Headquarters. 

Notification procedure: Employees wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the head of the facility where employed. Inquir- 
ies should contain employee’s full name, social security number, 
route number, work station and facility where employed. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 
Record source categories: The employee, medical doctors, driver 
examiner/instructor state vehicle departments and supervisors. 
USPS 120.220 
System’ name: Personnel Records—Arbitration Case Files, 120.220 


System location: Law Department, Regional’ and National Head- 
quarters. 


Categories of individuals; Employees involved in labor arbitration. 


NOTICES 


Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents; (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
personnel; (d) Correspondence and telephone records. 


Authority for maintenance of system: 39 U.S.C. 401, 109(d). 


Routine uses of records maintained in the system, including catege- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide legal advice and representation to the Postal 
Service. 

Use— 

1. Pursuant to the National Labor Relations Act, records from.this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made from the record of an individual, where 
pertinent in any legal proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosyre may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Transferred to Department of Justice, when needed by that 
department to perform properly its duties as legal representative of 
the Postal Service. 

5. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: : 

Storage: Paper documents and computer tape/disk. 

Retrievability: By name of litigant(s). 

Safeguards: Folders containing paper documents are kept in locked 
filing cabinets under the general scrutiny of Postal Service attorneys. 
Computer terminals and tape/disk files are located in a secured area. 

Retention and Disposal: Selected records are maintained on an 
active basis for an additional three years. All other records are 
maintained for five years’ Paper records are shredded and computer 
tape/disk records are erased at the end of the retention period. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters. 

Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name; and case number, 
if known, to the General Counsel, Law Department, National Head- 
quarters. 

Record access procedures: See “System Manager” above. 

Contesting record procedures: See “System Manager” above. 

Record source categories: (a) Employees involved in labor arbitra- 
tion cases; (b) Counsel(s) or other, representative(s) for parties in- 
volved in the arbitration case other than Postal Service; (c) Arbitra- 
tors; (d) Other individuals involved in labor arbitration cases. Source 


ne include the formal case file, and other records relevant to 
the case. 


USPS 120.230 


System name: Personnel Records—Adverse Action Appeals (Admin- - 
istrative Litigation Case Files)120.230 

System location: Law Department, Regional and National Head- 
quarters. 

Categories of individuals: Employees involved in Veterans’ Appeal 
and other adverse action appeals. 

Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents; (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
other personnel; (¢) Correspondence and telephone records. 

Authority for maintenance of system: 39 U.S.C. 401, 409(d). 

_ Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide legal advice and representation to the Postal 
Service. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
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the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made from the record of an individual, where 
pertinent in any legal proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

Transferred to Department of Justice, when needed by that depart- 
ment to perform properly its duties as legal representative of the 
Postal Service. « 

5. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper documents and computer tape/disk. 

Retrievability: By name of litigant(s). 

Safeguards: Folders containing paper documents are kept in locked 
filing cabinets under the general scrutiny of Postal Service attorneys. 
Computer terminals are located in a secured area. 

Retention and Disposal: Selected records are maintained on an 
active basis until subject matter has no information value, and on an 
inactive basis for an additional three years. All other records are 
maintained for.five years. Paper records are shredded and computer 
tape/disk records are erased at the end of retention period. 


System manager(s) and address: General Counsel, Law Department, 
Headquarters. 


Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name; and case number, 
if known, to the General Counsel, Law Department, National Head- 
quarters. 


Record access procedures: See “System Manager” above. 
Contesting record procedures: See “System Manager” above. 


Record source categories: (a) Employees involved in Veterans Ap- 
peals and other adverse actions appeals; (b) Counsel(s) or other 
representative(s) for parties in administrative litigation other than 
Postal Service; (c) Other individuals involved in appeals. Source 
+ pacar include the formal case file, and other records relevant to 
the case. 


: USPS 120.240 
System name: Personnel Records—Garnishment Case Files, 120.240 


System location: Law Department, Headquarters; Regional Counsei 
Offices, Regional Headquarters. 


Categories of individuals: Employees involved in garnishment cases. 


Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents; (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
other personnel; (d) Correspondence and telephone records. 

Authority for maintenance of system: 39 U.S.C. 401, 409(d). 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide legal advice and “representation to the Postal 
Service. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Transferred to Department of Justice, when needed by that 
department to perform properly its. duties a legal representative of 
the Postal Service. 

5. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
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or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

B Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Paper documents and computer tape/disk. 


Retrievability: By name of litigant(s) or case and State of court 
action. 


Safeguards: Folders containing paper documents are kept in locked _ 
filing cabinets under the general scrutiny of Postal Service attorneys. 
Computer terminals are located in a secured area. 


Retention and Disposal: Selected records are maintained on an 
active basis until subject matter has no information value, and on an 
inactive basis for an additional three years. All other records are 
maintained for five years. Paper records are shredded and computer 
tape/disk records are erased at the end of retention period. 


System manager(s) and address: General Counsel, Law Department, 
Headquarters. 


Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name; and case number, 
if known, to the General Counsel, Law Department, National Head- 
quarters. 

Record access procedures: See “System Manager” above. 

Contesting record procedures: See “System Manager” above. 


Record source categories: (a) Employees involved in garnishment 
cases; (b) Counsel(s) or other representatives for parties other than 
Postal Service; (c) Other individuals involved in garnishment cases. 
Source documents include internal memoranda and court related 
documents. 


USPS 130.010 
System name: Philately—Ben Franklin Stamp Club Sponsors and 
Direct Mail Responders List, 130.010 


System location: Customer Services Department, Headquarters, and 
at a contractor computer center. 


Categories of individuals: Adult sponsors of stamp clubs for youth 
groups as well as club presidents of adult groups. 


Categories of records in the system: Name and address of club 
sponsors or presidents. 


Authority for maintenance of system: 39 U.S.C. 401, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—As an adjunct to 
a philatelic program, lists of club sponsors or presidents of stamp 
clubs are used by Sectional Center personnel and District personnel 
as well as individual-postmasters as follows: 

1. To assist sponsors in forming stamp clubs. 

2. Making contact with clubs to assist in program presentation and 
USPS cooperation at stamp shows and philatelic exhibits. 

3. Responsiveness to philatelic sales requests. 

4. Determining USPS needs for films, graphics, and publications 
related to philately. 

5. To mail newsletters to stamp club sponsors and club presidents. 

Use— 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court of administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper files and computer tape/disk. 

Retrievability: Indexed by name of individual and ZIP Code within 
the club or stamp group to which he/she is associated. 

Safeguards: Paper records are maintained in locked steel file cabi- 


nets in a secured facility; computer media are stored in a fire resistant 
and secured facility. 


Retention and Disposal: Records are maintained on a year-to-year 
basis subject to reverification each year. At the end of retention 
period, paper records are shredded and computer tape/disk records 
are erased. 


System manager(s) and address: APMG, Customer Services Depart- 
ment, Headquarters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquiries to the System Manager above. Inquiries should con- 
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tain full name, address, and the club or stamp group with which he/ 
she is associated. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. 

Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 


Record source categories: Information is obtained from the individ- 
ual to which the record refers. 


USPS 130.040 
System name: Philately—Philatelic Product Sales and Distribution, 
130.040 


System location: USPS Headquarters, Customer Services Depart- 
ment and at a contractor site. 


Categories of individuals: Customers who have intitated correspon- 
dence expressing an interest in philately by (1) responding to various 
philatelic product sales promotion programs by submitting order 
forms, business reply cards, or cut outs from posters and promotional 
literature, (2) providing postal clerks with name and address informa- 
tion to receive future philatelic product announcements, (3) opening 
subscription accounts for philatelic products, or (4) requesting prod- 
ucts in unsolicited correspondence, such as letters. 


Categories of records in the system: Customer/subscriber name and 
account number, address, funds on deposit, remittance type and 
amount, order/product specifications, order history; also, special lists 
identifying individuals who have submitted bad checks, special ser- 
vices customers/subscribers, and individuals who have registered 
multiple service complaints. 


Authority for maintenance of system: 39 USC 401, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—(1) to operate a 
subscription service for customers who remit money for a particular 
philatelic product or products; (2) to maintain a file to send philatelic 
product announcements and sales literature to customers or subscrib- 
ers; (3) to serve as a source for statistical data for research and 
market analysis, billing and inventory data, and mailing basis for 
product shipment and (4) to identify discrete groups of customers/ 
subscribers for better order control and service. 

Use— 

1. Disclosure may be made where there is an indication of a 
violation or potential violation of law, whether civil, criminal or 
regulatory in nature, to the appropriate agency, whether Federal, 
State, or local, charged with the responsibility of investigating or 
prosecuting such violation or charged with enforcing or implement- 
ing the statute, or rule, regulation or order issued pursuant thereto. 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Maintained in original typed or handwritten form, or 
microform, and on magnetic tape or disk and computer printouts. 

Retrievability: Records are indexed by customer/subscriber name 
and by account number, if assigned. 


Safeguards: Paper and microform records are maintained in closed 
filing cabinets under general scrutiny of personnel of the Phalatelic 
Sales Division and the Building Security Guard Force, and when 
maintained on magnetic tape and disk, the information is protected 
by ADP physical, technical software and administrative security of 
the Headquarters Data Center or by contractors providing similar 
protection which is subject to the audit and inspection of the USPS 
Inspection Service. 

Retention and Disposal: ADP and microform records are main- 
tained for three years after the individual has failed to make a 
purchase or has indicated no other interest. ADP records are obliter- 
ated after their period of usefulness; microform records are incinerat- 
ed. Correspondence and other paper documents are retained for 3 
years and then destroyed by shredding. 

System manager(s) and address: APMG, Customer Services Depart- 
ment, Headquarters. 

Notification procedure: Individuals wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the System Manager above. Inquiries should 
contain full name and address. 


NOTICES 


Record access procedures: See Notification procedure above. 
Contesting record procedures: See Notification procedure above. 


Record source categories: Information is obtained directly from the 
individual as is described in “Category of Individuals Covered by the 
System” above. 


USPS 140.020 
System name: Postage—Postal Meter Records, 140.020 
System location: Post Offices 
Categories of individuals: Meter users. 


Categories of records in the system: Customer Name and address, 
meter update activity, schedule for meter upgradings for on-site 
meter settings, license application, and transaction documents. 


Authority for maintenance of system: 39 U.S.C. 401, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To enable 
responsible administration of postal meter activities. 

Use— ; 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

2. To disclose identity and address of meter user and identity of 
agent of user to any member of public upon request. 

3. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. 

Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the coagres- 
sional office made at the request of that individual. 

5. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Printed forms. 

Retrievability: Records are indexed by customer name and by 
numeric file of postage meters. 

Safeguards: Records are maintained in closed file cabinets in se- 
cured facilities. 

Retention and Disposal: Records are maintained for one year after 
final entry or the duration of the license and then destroyed by 
shredding. 

System manager(s) and address: APMG, Delivery Services Depart- 
ment. 

_ Notification procedure: Persons wishing to know whether informa- 

tion about them is maintained in this system of records should ad- 
dress inquiries to the local postmaster from which license was ob- 
tained supplying name and meter number. 

Record access precedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 

Record source categories: Information is obtained from the individ- 
ual and officials making entries to reflect activities. 


USPS 150.010 
System name: Records and Information Management Records—Infor- 
mation Disclosure Accounting Records (Freedom of Information 
Act), 150.010 

System location: Records Officer, USPS Headquarters, and records 
Custodians at all USPS facilities. 

_ Categories of individuals: USPS employees and citizens requesting 
information under the Freedom of Information Act. 

Categories of records in the system: Name of requestor and the type 
of information requested. 

Authority for maintenance of system: 39 U.S.C. 401, 412; 5 USC 
552; Public Law 93-502. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—These records 
are kept in order to determine the status of information requested and 
to facilitate the processing of requests. 

Use— 


FEDERAL REGISTER, VOL. 43, NO. 175—FRIDAY, SEPTEMBER 8, 1978 





NOTICES 


1. Disclosure may be made.to a congressional .office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Paper files. 
Retrievability: Individuals name and date of request. 
Safeguards: Locked file drawers and access control. 


Retention and Disposal: Records are maintained by Custodians and 
the Records Officer for a period of two years. The Headquarters 
Library and General Counsel keep permanently copies of legal pro- 
ceedings and appeals related to these records. 


System manager(s) and address: Postal Service Records Officer, 
Headquarters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquiries to the Custodian at the facility where request was sent. 
Inquiries should contain full name and date of request. 


Record access procedures: See “NOTIFICATION” above. 
Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Information is obtained from the individ- 
ual making the request. 


- USPS 150.015 


System name: Records and Information Management Records—Free- 
dom of Information Appeals System, 150.015 


System location: USPS National Headquarters, Law Department. 


Categories of individuals: The system encompases all individuals 
who submit appeals under the Freedom of Information Act from 
denials of access to or copies of records maintained by the Postal 
Service. 


Categories of records in the system: The system consists of copies 
of all correspondence relating to appeals from the denials of requests 
for access to or copies of records pursuant to the Freedom of Infor- 
mation Act, of pleadings on civil actions arising under the Act, and 
of other documents incidental thereto. 


Authority for maintenance of system: 5 USC 552. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To enable the 
General Counsel to carry out his duties as appellate authority and to 
comply with reporting requirements. Use— 

1.These records are used to provide information and records to the 
Department of Justice in its coordination of responses to requests for 
information and its representation of the Postal Service in civil ac- 
tions, and to prepare reports required by 5 USC 552(d). 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: These records are stored in paper folders. 

Retrievability: Alphabetically, by name of the requester except in 
those instances where a requester has an appeal filed on his behalf by 
an attorney. In those cases, the attorney’s name might appear as the 
requester appellant. ; 

Safeguards: These records are stored in locked filed cabinets. 

Retention and Disposal: These records are kept indefinitely. 

System manager(s) and address: General Counsel, Law Department, 
National Headquarters. 

Notification procedure: Inquiries should be addressed to the System 
Manager above and should contain the name of the requester and the 
name of that person’s attorney. : 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: The individual to whom the record per- 
tains, and that person’s attorney. 
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USPS 150.020 
System name: Records and Information Management Records—Infor- 
mation Disclosure Accounting Records (Privacy Act), 150.020. 

System location: Records Officer, USPS Headquarters and records 
Custodiams at all USPS facilities. ; 

Categories of individuals: Any USPS employee or citizen who 
makes an inquiry under the Privacy Act. . 

Categories of records in the system: Name of inquirer and the type 
of information requested and USPS response thereto. 

Authority for maintenance of system: 39 USC 401; Public Law 93- 
579, 88 Statute 1896. 

: Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—These records 
are to provide information related to requestors of personal informa- 
tion under the Privacy Act. 

Use— 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper files. 

Retrievability: Requesters’ name and date of inquiry. 

Safeguards: Locked file drawers and access control. 


Retention and Disposal: Request letters and related correspondence 
are retained for two years. Accountings of disclosures are retained 
for five years or the life of the disclosed record, whichever is longer. 
All records are destroyed by burning or shredding. 

System managers) and address: Postal Service Records Officer, 
Headquarters. 

_ Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquires to the Custodian at the facility where request was sent. 
Inquiries should contain full name, and date of the request. 

Record access procedures: See “NOTIFICATION” above. 

Contesting record procedures: See “NOTIFICATION” above. 


Record source categories: Information is obtained from the individ- 
ual making the request. : 


USPS 150.025 


System name: Records and Information Management Records—Pri- 
vacy Appeals System, 150.025 


System location: Postal Service, National Headquarters. 


Categories of individuals: The system encompasses all individuals 
who submit appeals under the provisions of the Privacy Act of 1974. 


Categories of records in the system: The system consists of copies 
of all correspondence relating to appeals from Postal Service denials 
of amendment of records pursuant to the Privacy Act, of pleadings 
in civil actions arising under the Act, and of other documents inci- 
dental thereto. 


Authority for maintenance of system: 5 U.S.C. 552a. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—To enable the 
USPS Privacy Appeals Officer to carry out his duties as appellate 
authority and to comply with reporting requirements. Use— 

1. These records are used to provide information and records to 
the Department of Justice in its coordination of responses to requests 
for information and its representation of the Postal Service in civil 
actions and to prepare reports required by 5 U.S.C. 552a(p). 

2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

4. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: These records are stored as paper files. 


Retrievability: Alphabetically, by name of.the requester except in 
those instances where a requester has an appeal filed on his behalf by 
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an attorney. In those cases, the attorney’s name might appear as the 
requester appellant. 

Safeguards: These records are stored in locked cabinets. 

Retention and Disposal: These records are kept indefinitely. 

System manager(s) and address: Postal Service Privacy Appeals 
Officer, Headquarters. 

Notification procedure: Inquiries should be addressed to the System 
Manager above and should contain the name of the requester and 
name of attorney if applicable. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 


Record source categories: The individual to whom the record per- 
tains, and that person’s attorney. 


USPS 160.010 
System name: Special Mail Services—Insured and Registered Domes- 
tic Mail Inquiry and Application for Indemnity Records, 
160.010. 

System location: Rates and Classification Department, Headquar- 
ters, Post:! Data Center, St. Louis, MO, and Post Offices. 

Categories of individuals: Insured and registered domestic mail 
claimants/inquiries including mail senders and addresses. 

Categories of records in the system: Name and address of mail 
sender and addressee; declaration of claimant/inquirer; claim/inquiry 
status information. 

Authority for maintenance of system: 39 U.S.C. 401, 404. 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: —This information 
is used in responding to inquiries on the status of domestic insured 
and registered mail, and in the adjudication of claims related to such 
mail. 

. Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether Federal, State or local charged with 
the responsibility of investigating or prosecuting such violation or 
charged with enforcing or implementing the statute, rule, regulation 
or order issued pursuant thereto. 

2. To a congressional office from the record of an individual in 
response to an inquiry from the congressional office made at the 
request of that individual. 

3. Where pertinent, in any legal proceeding to which the Postal 
Service is a party before a court of administrative body. 

4. Pursuant to the National Labor Relations Act, to a labor organi- 
zation upon its request when needed by that organization to perform 
properly its duties as the collective bargaining representative of 
postal employees in an appropriate bargaining unit. 

5. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Handwritten and typed forms, microfilm, computer reada- 


ble media and printouts. : 


Retrievability: Claimant/inquirer name, case number, registered ar- 
ticle number. 

: Handwritten and typed forms are maintained in steel 
file cabinets with use limited to claims personnel. Computer readable 
media are stored in protected areas, and access to the media is 
confined to authorized data processing personnel. 

Retention and Disposal: Domestic inquiries are maintained for two 
years. Claim records are maintained for one year at St. Louis Postal 
Data Center and then transferred to the Federal Records Center and 
maintained for another three years. All records are destroyed by 
shredding. - 

System: manager(s) and address: APMG, Rates and Classification 
Department, Headquarters. 

Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquiries to the head of the facility where the insured or 
registered domestic claim was filed. If claim has been filed, inquiry 
should include claim number, date of claim, insured or registered 
number of article mailed. 

Record access procedures; NOTIFICATION PROCEDURE 
above. 

Contesting record procedures: See NOTIFICATION PROCE- 
DURE above. 


NOTICES 


Record source categories: Information from the individual complet- 
ing the claim/inquiry form. 


USPS 160.020 


System name: Special Mail Services—Insured and Registered Interna- 
tional Mail Inquiry and Application for Indemnity Records, 
160.020 


System location: Rates and Classification Department, USPS Head- 
quarters; Postal Data Center, St. Louis, MO; and International Ad- 
justing Offices in Chicago, New York, New Orleans and San Francis- 
co. 


Categories of individuals: Insured and registered international mail 
claimants/inquirers, including mail sender and addresses, declaration 
of claimants/inquirers, claim/inquiry status information. 


Authority for maintenance of system: 39 U.S.C. 401, 404. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used in responding to inquiries regarding international mail, and in 
the adjudication of insured and registered international mail claims. 

Use— , 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether international, Federal, State or local 
charged with the responsibility of investigating or prosecuting such 
violation or charged with enforcing or implementing the statute, rule, 
regulation or order issued pursuant thereto. ; 

2. To a congressional office from the record of an individual in 
response to an inquiry from the congressional office made at the 
request of that individual. 

3. Where pertinent, in any legal proceeding to which the Postal 
Service is a party before a court or administrative body. ; 

4. Pursuant to the National Labor Relations Act, to a labor organi- 
zation upon its request when needed by that organization to perform 
properly its duties as the collective bargaining representative of 
postal employees in an appropriate bargaining unit. 

5. To refer an international mail inquiry or claim to the appropriate 
foreign postal authority when required for claim resolution. 

6. Inactive records may be transferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: . 

Storage: Handwritten and typed forms, microfilm, computer reada- 
ble media and printouts. 


Retrievability: Claimant/inquirer name, case number, registered ar- 
ticle number. : 
eguards: Handwritten and typed forms are maintained in steel 
file cabinets with use limited to claims personnel. Computer readable 
media are stored in protected areas, and access to the media is 
confined to authorized data processing personnel. 


Retention and Disposal: International inquiries are maintained for 
three years. Claim records are maintained for one year at St. Louis 
Postal Data Center and then transferred to the Federal Records 
Center and maintained for another three years. All records are de- 
stroyed by shredding. : 


System manager(s) and address; APMG. Rate and Classification 
Department, Headquarters. 


Notification procedure: Persons wishing to know whether informa- 
tion about them is maintained in this system of records should ad- 
dress inquiries to the head of the facility where the insured or 
registered foreign mail claim was filed. If claim has been filed, inqui- 
ry should include claim number, date of claim, insured or registered 
number of article mailed. 


a access procedures: See NOTIFICATION PROCEDURE 
above. 


Contesting record procedures; See NOTIFICATION. PROCE- 
DURE above. 


_ Record source categories: Information from the individual complet- 
ing the claim/inquiry form. 
USPS 160.030 


System name: Special Mail Services—Express Mail Service Insurance 
Claims for Loss, Delay and Damage 160.030 


System location: Customer Services Department, USPS Headquar- 
ters. 


_ Categories of individuals: Express Mail claimants and representa- 
tives. < 
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Categories of records in the system: Postal Service forms and corre- 
spondence related to the claims. 


Authority for maintenance of system: 39 U.S.C. 401, 404 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used in the adjudication of express mail service claims for loss, 
delay and damage. 

Use— 

1. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal or regulatory in nature, to 
the appropriate agency, whether international, Federal, State or 
local, charged with the responsibility of investigating or prosecuting 
such violation or charged with enforcing or implementing the statute, 
rule, regulation or order issued pursuant thereto. 

2. Pursuant to the National Labor Relations Act, to a labor organi- 
zation upon its request when needed by that organization to perform 
properly its duties as the collective bargaining representative of 
postal employees in an appropriate bargaining unit. 

3._To a congressional office from the record of an individual in 
response to an inquiry from the congressional office made at the 
request of that individual. 

4. Where pertinent, in any legal proceeding to which the Postal 
Service is a party before a court or administrative body. 

5. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in file cabinets in original, typed, handwritten, 
copied or printed form. 


Retrievability: Claims are ordered by date of mailing but are re- 
trieved by name of claimant through visual scanning. 


Safeguards: Maintained in steel file cabinets within the exclusive 
custody of Express Mail Marketing personnel in the Customer Ser- 
vices Department and Claims Personnel in the Rates and Classifica- 
tion Department. 


Retention and Disposal: Records are retained for one year then 
destroyed by shredding. 


System manager(s) and address; APMG, Customer Services Depart- 
ment, Headquarters. 


Notification procedure: Claimants wishing to know whether infor- 
mation about them is maintained in this system of records should 
address inquiries to the SYSTEM MANAGER. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. 


Contesting record procedures; See NOTIFICATION PROCE- 
DURE above. ° 


Record source categories: Information is obtained from the claimant 
or designated representative. 


USPS 170.010 
System name: Workload Reporting Records, 170.010 


System location; Workload Reporting Records are located and/or 
maintained in various Departments and Facilities of the USPS. 


Categories of individuals: USPS employees and contract employees 
assigned to work on specific projects. 


Categories of records in the system: May include employee initials 
and surname, organizational unit and division, work hours on daily, 
weekly, or pay period basis by course number designated, social 
security number, systems code, weekly totals and pay period totals, 
project number, project name, name of customer contact, estimated 
completion date, estimated resources, actual contact, and general 
remarks about the development of the project. 

Authority for maintenance of system: 39 U.S.C. 401, 404 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—The system is 
used to determine project costs for billing customers for services and 
by management to schedule work loads and staffing. 


Use— 

1. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of the legislative coordination 
and clearance process as set forth in that Circular. 
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2. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

4. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. : 

5. Information contained in this system of records may be disclosed 
to an authorized investigator appointed by the Civil Service Commis- 
sion, upon his request, when that investigator is properly engaged in 
the investigation of a formal complaint of discrimination filed against 
the U.S. Postal Service under 5 CFR 713, and the contents of the 
requested record are needed by the investigator in the performance 
of his duty to investigate a discrimination issue involved in the 
complaint. 


. Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 


Storage: Printed forms, magnetic tape and disks. 


Retrievability: Employee initials and name, project number, system 
code, social security number, pay period or project name. 


Safeguards: Maintained in secured area within secured facility. 


Retention and Disposal: In some cases, records are retained for one 
year and then automatically deleted from computer disks and paper 
files are destroyed by shredding. Some records are maintained on 
computer tape beyond one year for historical and trend analyses. 


System manager(s) and address: The department or facility head 
where such records are required. 


Notification procedure: Employees wishing to gain access to this 
information should address inquiries to the department or facility 
head where employed at the time of work load reporting. Inquiries 
should contain full name and project name and number. 


Record access procedures: See NOTIFICATION above. 
Contesting record procedures: See NOTIFICATION above. 


Record source categories: Prepared by employee or supervisor as 
activities occur. 


USPS 180.010 
System name: Tort Claims—Tort Claims Records, 180.010 


System location: Law Department at Headquarters and regions, 
Postal Inspection Service, Division Headquarters, Post Offices and 
Postal Data Centers. 


Categories of individuals: Persons involved in accident as a result of 
postal operations or alleging money damages under the provisions of 
the Federal Tort Claims Act. 


Categories of records in the system: Accident reports, tort claims 
filed, documentary evidence in support of tort claims, and litigation 
arising out of tort claims. 


Authority for maintenance of system: 28 U.S.C. 2671-80; 39 U.S.C. 
409(c). 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—Used by attor- 
neys and other employees of the Postal Service to consider, settle 
and defend against tort claims made against the USPS under the 
Federal Tort Claims Act. To refer to accident prevention and safety 
officers, manufacturers of equipment and supplies and their insurers. 

Use— 

1. Transferred to Department of Justice, other government agen- 
cies, and other persons involved in a claim against the Postal Service, 
or use in adjudication, civil litigation and criminal prosecution. 

2. To provide members of the American Insurance Association 
Index System with certain information related to accidents and inju- 


ries. 

3. Provide information to USPS accident prevention and safety 
officers. 

4. Furnish information to insurance companies that have named the 
United States as an additional insured or co-insured in liability insur- 
ance policies. 

5. Provide information to equipment manufacturers and their insur- 
ers for claims considerations and possible improvement of equipment. 

6. To respond to a subpeona dueces tecum and other appropriate 
court order and summons. 

7. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
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when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. : 

8. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. == 

9. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body. 

10. Inactive records may be tranferred to a GSA Federal Records 
Center prior to destruction. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper form, original or copies, preprinted or handy ‘itten 
forms. 

Retrievability: Information may be retrieved by person’s name or 
Postal Inspection Service case number. 

Safeguards: Records are maintained in ordinary filing equipment 
under general scrutiny of postal personnel. 

Retention and Disposal: Paid claims records at Headquarters are 
retained for seven years after payment; Postal Inspection Service files 
are retained for 25 years after closing; all other files are retained for 
five years after closing. All records are destroyed by shredding or 
burning. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters 

Notification procedure: Furnish person’s name, data and place of 
occurrence giving rise to a claim under the Federal Tort Claims Act, 
to the head of the facility where the claim was filed. 

Record access procedures: See NOTIFICATION above. 

Contesting record procedures: See NOTIFICATION above. 

Record source categories: Claimants making demands for money 
damages, reports of postal employees involved in accidents, local 
police reports, Inspection Service investigative reports and American 
Insurance Association Index reports. 


USPS 190.010 


System name: Labor Law Civil Action—Civil Action Case Files, 


190.010 


System location: Law Department, Regional and National Head- 
quarters. 

Categories of individuals: Individuals involved in litigation pertain- 
ing to employee and labor relations. 

Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
other personnel; (d) Correspondence and telephone records. 

Authority for maintenance of system: 39 U.S.C. 401, 409(d). 

Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: —This information 
is used to provide legal advice and representation to the Postal 
Service. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization to perform properly 
its duties as the collective bargaining representative of postal employ- 
ees in an appropriate bargaining unit. 

2. Disclosure may be made from the record of an individual, where 
pertinent in any legal proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosure may. be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Transferred to Department of Justice, when needed by that 
department to perform properly its duties as legal representative of 
the Postal Service. 

5. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency; whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

‘ Storage: Paper form, original or copies, preprinted or handwritten 
corms. 


NOTICES 


Retrievability: By name of litigant(s). 

Safeguards: Records are maintained in ordinary filing equipment 
under general scrutiny of USPS legal counsels and staff. 

Retention and Disposal: These case files are maintained for three 
(3) years following close of matter. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters. 

Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name; case number and 
court of record, if known, to the General Counsel, Law Department, 
National Headquarters. 

Record access procedures: See “System Manager” above. 

Contesting record procedures: See “System Manager” above. 

Record source categories: (a) Individuals involved in litigation per- 
taining to employee and labor relations; (b) Counsel(s) and other 
representatives for parties in litigation other than Postal Service; (c) 
Other individuals involved in litigation pertaining to employee and 
labor relations. Source documents include administrative complaint/ 
action file, grievance file, and /or other records relevant to the case. 


USPS 200.010 


System name: Non-Mail Monetary Claim—Relocation Assistance 
Claims 200.010 
System location: USPS National Headquarters (Real Estate and 
Buildings Department), Washington, D.C. 20260, and all Regional 
Real Estate and Buildings Departments. 
Categories of individuals: Owners and tenants of real property 
purchased or leased by the U.S. Postal Service. 


Categories of records in the system: Completed claim forms and 
other documents related to indemnifying occupants of property ac- 
quired by the U.S. Postal Service. 


Authority for maintenance of system: Uniform Relocation and As- 


sistance and Real Property Acquisition Policies Act of 1970 (P.L. 91- 
646) and 39 USC 401. 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to adjudicate claims for reimbursement of relocation expenses 
incurred by owners and tenants of real property acquired by the U.S. 
Postal Service. 

Use— 

1. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

2. May be disclosed to the Office of Management and Budget in 
connection with the review of private relief legislation as set forth in 
OMB Circular No. A-19 at any stage of legislative coordination and 
clearance process as set forth in that Circular. 

3. Disclosure may be made from the record of an individual, where 
pertinent, in any legal proceeding to which the Postal Service is a 
party before a court or administrative body, or in connection with 
the settlement of any claim or the resolution of any dispute. 

4. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriate agency, whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, rule, regula- 
tion, or order issued pursuant thereto. 

5. Inactive records may be transferred to a GSA Federal Records 
Center for storage prior to destruction. 

6. May be disclosed to a Federal compliance investigator for case 
or program review. 

Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Stored in file cabinets in original, typed, printed or hand- 
written form. 


Retrievability: Claims are ordered and retrieved alphabetically by 
claimant name within project file. 

Safeguards: Maintained in locked file cabinets within the exclusive 
— of Real Estate and Buildings Department management per- 
sonnel. 


Retention and Disposal: Records are retained for the life of the 
facility and then destroyed. 


System manager(s) and address: APMG, Real Estate and Buildings 
Department, Headquarters. 

Notification procedure: Claimants wishing to know whether and 
what information about them is maintained in this system of records 
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should address inquiries to the same facility to which they applied 
for relocation benefits. 


Record access procedures: See NOTIFICATION PROCEDURE 
above. 


Contesting record procedures; See NOTIFICATION PROCE- 
DURE above. 


Record source categories: Information is obtained from previous 
dwelling owner or tenant claimant and Postal Service claim review- 
ers and adjudicators. 


USPS 200.020 


System name: Non-Mail Monetary Claims—Monetary Claims involv- 
ing Present or Former employees (case files), 200.020 


System location: Law Department, Headquarters; Regional Counsel 
Offices, Regional Headquarters. 


Categories of individuals: Individuals involved in monetary claims 
cases. 


Categories of records in the system: (a) Formal pleadings and 
memoranda of law; (b) Other relevant documents (c) Miscellaneous 
notes and case analyses prepared by Postal Service attorneys and 
other personnel; (d) Correspondence and telephone records. 


Authority for maintenance of system: 39 USC 401, 409(d). 


Routine uses of records maintained in the system, including catego- 
ries of users and the purposes of such uses: Purpose—This information 
is used to provide legal advice and representation to the Postal 
Service. 

Use— 

1. Pursuant to the National Labor Relations Act, records from this 
system may be furnished to a labor organization upon its request 
when needed by that organization to perform properly its duties as 
the collective bargaining representative of postal employees in an 
appropriate bargaining unit. ‘ 

2. Disclosure may be made from the record of an individual, where 
pertinent in any legal proceeding to which the Postal Service is a 
party before a court or administrative body or other tribunal. 

3. Disclosure may be made to a congressional office from the 
record of an individual in response to an inquiry from the congres- 
sional office made at the request of that individual. 

4. Transferred to the Department of Justice, when needed by that 
department to perform properly its duties as legal representative of 
the Postal Service. 

5. To refer, where there is an indication of a violation or potential 
violation of law, whether civil, criminal, or regulatory in nature, to 
the appropriaie agency,: whether Federal, State, or local, charged 
with the responsibility of investigating or prosecuting such violation 
or charged with enforcing or implementing the statute, or rule, 
regulation, or order issued pursuant thereto. 


Policies and practices for storing, retrieving, accessing, retaining, and 
disposing of records in the system: 

Storage: Paper documents and compute tape/disk. 

Retrievability: By name of litigant(s). 

Safeguards: Folders containing paper documents are kept in locked 
filing cabinets under the general scrutiny of Postal Service attorneys. 
Computer terminals and tape/disk files are located in a secured area. 

Retention and Disposal: Selected records are maintained on an 
active basis until subject matter has no information value, and on an 
inactive basis for an additional three years. All other records are 
maintained for five years. Paper records are shredded and computer 
tape/disk records are erased at the end of retention period. 

System manager(s) and address: General Counsel, Law Department, 
Headquarters. 

Notification procedure: Persons interested in reviewing records 
within specific case files should submit their name; and case number, 
if known, to the General Counsel, Law Department, National Head- 
quarters. 


Record access procedures: See “System Manager” above. 
Contesting record procedures: See “System Manager” above. 


Record source categories: (a) Individuals involved in monetary 
claims cases, (b) Counsel(s) or other representatives for parties in 
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litigation other than Postal Service. Source documents include rec- 
ords relevant to the case. 


List of U.S. Postal Service Facilities Referenced Herein 


The address of each Postal Service facility to which requests may 
be sent (referred to in each system notice), other than post offices, 
and the geographical area served, is provided on the pages following. 
The addresses of individual post offices are not provided because of 
their large number and because that information is available locally 
to all concerned individuals. 

The addresses of all Postal facilities, to include locations in the 
Canal Zone, Guam-Samoa, Puerto Rico, and the Virgin Islands, ‘are 
contained in THE DIRECTORY OF POST OFFICES, Publication 
26, Stock Number 3900-00247, available for sale by the Superintend- 
ent of Documents, U.S. Government Printing Office, Washington, 
D.C. 20402—Price : 

3.90. : 

Posimasters, upon request, will supply the addresses of the District 
Offices and Sectional Management, Centers to which they report. 

The following excerpt of addresses and areas serviced is provided 
for convenience of Privacy Act correspondents, and obviates the 
repetition in each notice. All “Headquarters” addresses are: 

(Office), U.S. Postal Service, 475 L’Enfant Plaza West SW., Wash- 
ington, D.C. 20260. 


POSTAL SERVICE REGIONAL OFFICES 


Regional Postmaster General, Central Region, Main PO Bldg:, 
Chicago, IL 60699. (States serviced: IL, MI, OH, IN, HY, WI, MN, 
IA, MO, ND, SD, NE, KS (Except 679).) 

Regional Postmaster General, Eastern Region, PO Box 8601, 
Philadelphia, PA 19101. (States serviced: VA, WV, MD, DE, PA, 
DC, and those portions of New York State and New Jersey outside 
the Greater New York City Metropolitan area.) 

- Regional Postmaster General, Southern Region, 5100 Popular 
Ave., Memphis, TN 38166. (States serviced: TN, AL, MS, TX, LA, 
GA, FL, NC, SC, OK, AR and KS (679).) 

Regional Postmaster General, Northeast Region, Main PO Bidg., 
New York, NY 10098. (States serviced: New York City, RI, MA, 
NH, VT, ME and those portions of New York State, Connecticut, 
and New Jersey within the New York City Metropolitan area, also 
Puerto Rico and Virgin Islands.) 

Regional Postmaster General, Western Region, 850 Cherry St., San 
Bruno, CA 94099. (States serviced: CA NV, HI, AK, WA, OR, MT, 
ID, WY, UT, CO, AZ, NM, El Paso, TX Dist. and Guam.) 


INSPECTION SERVICE 


Chief Postal Inspector, U.S. Postal Service, 475 L’Enfant Plaza 
West SW., Washington, D.C. 20260. 


TRAINING INSTITUTE 


Postal Service Training and Development Institute, 7900 Wiscon- 
sin Avenue, Washington, D.C. 20014. 


BULK MAIL CENTERS 


Atlanta, 1805 Bolton Road, NW., Atlanta, GA 30369. 

Chicago, 7500 West Roosevelt Road, Building No. 1, Forest Park, 
IL 60130. 

Cincinnati, 3055 Crescentville Road, Cincinnati, OH 45235. 

Dallas, P.O. Box 21106, Dallas, TX 75211. 

Denver, 7755 East 56th Avenue, Commerce City, CO 80022. 

Des Moines, 4000 NW., 109th Street, Des Moines, IA 50395. 

Detroit, 17500 Gakwood Boulevard, Allen Park, MI 48101. 

Greensboro, 3701 West Wendover Avenue, Greensboro, NC 
27495. ‘ 

Jacksonvilie, 7415 Commonwealth Avenue, Jacksonville, FL 
32099. 

Kansas City, 4900 Speaker Road, Kansas City, KS 66106. 

Los Angeles, 4701 South Eastern Avenue, Bell, CA 90201. 

Memphis, 1921 Elvis Presley Boulevard, Memphis, TN 38136. 

Minneapolis-St. Paul, 3165 South Lexington Avenue, St. Paul, MN 
55121. 

New York, 80 County Road, Jersey City, NJ 07307. 

Philadelphia, 1900 Byberry Road, Philadelphia, PA 19116. 

Pittsburgh, R.D. No. 2, Wexford, PA 15090. 

St. Louis, 5800 Phantom Drive, Hazelwood, MO 63042. 

San Francisco, 2501 Rydin Road, Richmond, CA 94850. 

Seattle, P.O. Box 5000, Federal Way, WA 98002. 

Springfield, 190 Fiberloid Street, Springfield, MA 01151. 

Washington, 9201 Edgeworth Drive, Washington, D.C. 20027. 


{FR Doc. 78-24583 Filed 9-7-78; 8:45 am] 
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